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1. Overview

The MDT Right of Way Bureau is responsible for the acquisition of land in support of the
department’s mission of creating and maintaining the state’s highway transportation
infrastructure.

The program described in this document has been designed to increase the efficiency & accuracy
of the parcel document publication process and streamline the publication of Right of Way
acquisition documents.

The MDT Manage ROW Parcel Documents program allows MDT Right-of-Way design staff to
Manage Creation and Publication of Right-of-Way Parcel for access by MDT Right-of-Way.






2. Main Form

When the program is first started, the user is presented with the "main" form shown below. This
is where all actions start.

Manage ROW Parcel Documents (Version 1.0.0) = e @
File Options Utilities Help

Current Book Information

Exit
Book File: | Load Book 1
District: | Project | BuildNewBook

DMS Directory ] Units:

Manage Parcel Documents | Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels | Parcel Documents Status Information
Parcel Information Selected Parcel Conveyance Document Information
Select Book Parcel Below: Document File Location |

Document File N arne‘.l

Parcel Status: |

| ol | |

Selected Parcel E xhibits Information:

Edit Current Parcel Exhibits Current Ezhibits Page Information

Design File Location: I

Desian File Name: |

Fence Coordinate e [
I Fil

|
|
|

T
o
@
®
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The main form has menu options as follows.

Menus
File Options Utilities  Help

There are four main level menus that are displayed.

There are one or more options that are displayed under each menu item. The following shows
the main menu items and the sub-items for each.

File Menu
Option Description
Book > Allows for selection of an existing ROW parcels book to be
Load Book opened.
Book > Allows for building a new ROW parcels book.
Build New Book
Exit Closes the application.
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Options Menu

Option

Description

User Options

Opens form for editing user's default "Plotter", "District", “Prompt
Before Making Changes” or “Prompt To Send Email Notifications”
options settings.

Utilities Menu

Option

Description

View ROW Parcel Docs
Update Requests

Opens form displaying the ROW Parcel Documents Update
Requests in the Request Queue.

List ROW Parcels Book
Parcels Conveyance
Document and Exhibit
Pages

Creates text file containing current ROW Parcels Book Parcel
Conveyance and Exhibit Pages information.

Help Menu

Option

Description

About Manage ROW
Parcel Documents

Opens form displaying information about the Manage ROW Parcel
Documents Application, including Version and Support contact
information.

View User's Manual

Opens the PDF version of the Manage ROW Parcel Documents
User's Manual




3. General Operations

3.1 Start Manage ROW Parcel Documents

Click on the Manage ROW Parcel Docs shortcut (shown below) in the A/f Programs > MDT
Engineering Applications program group on your computer to start the MDT Manage ROW
Parcel Documents program.

MDT Engineering Applications
n Managj}rl':‘:OW Parcel Docs

The Manage ROW Parcel Documents main form will be displayed as shown below.

Manage ROW Parcel Documents (Version 1.0.0) on||=E @
File Options Utilities Help

Current Book Information

Exit
Book File: | Load Book
District: [ Project I Build New Book

DMS Directory [ Units:

Manage Parcel Documents | Print Parcel Exhibit Check Plats | Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels | Parcel Documents Status Information |
Parcel Informabon Selected Parcel Conveyance D ocument Information
Select Book Parcel Below: Document File Location [

Document File N arne.l

Parcel Status: |

Selected Parcel Exhibits Information:

Edit Current Parcel Exhibits Current Exhibits Page Information

Design File Location: [

|
I Desian File Mame [
|
|

'u
o
a
®
=]

After the main form completes loading the next steps are to either build a new ROW Parcels book
(Build New Book) or load an existing ROW Parcels book (Load Book).






4. Build a New ROW Parcels Book

To build a new ROW Parcels book, select the Build New Book button as shown below.

.
Manage ROW Parcel Docurnents (version 1.0.0) (o [&@] =]
File Options Utilities Help

Current Book Information Exit
i
Book File: | LoadBook ‘
District: | Project l Build NewBEok I

DMS Directory I Units:

Manage Parcel Documents ] Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents] Close Project Parcels] Parcel Documents Status Information ]
Parcel Information Selected Parcel Conveyance Document Information:
Select Book Parcel Below: Document File Location I

Ed|

Document File N ame:{

Parcel Status: |

Delete Parcel I Edit Parcel | AddParcel(s] |

Selected Parcel Exhibits Information:

Edit Current Parcel Exhibits Current Exhibits Page Information

rCurrent] Design File Location: |

Fence Coordinates

Page | Of | 2 e |

- |

rrent Page [ Design File Name: I
|
|

Alternatively, selecting the File menu - Book sub-item = Build New Book sub-item option will
start the process of building a new ROW Parcels book.
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A Build New ROW Parcels Book form will be displayed as shown below.

~

8% Build New ROW Parcels Book o[- 3]
Select District Below
IO Mist)?ula " GreatFalls " Billings
" Butte " Glendive

Select Project Directory Belowr
4855002

6137000
7930000

Selected DMS Directory For Project
[ Select DMS Directory For Project

Select The Project Units Below
* English

" Metric Cancel AddParcels

Walidation Errors:

Project is not selected.
DMS Directory For Project is not selected.

4

The users default district will be selected when the form opens. For the above example, the
default district was Missoula. To build a new book for a project in a different district select the
desired district option in the Select District Below section at the top of the form.

The existing projects in the Draft Deeds share for the selected district are displayed in the list box
under the Select Project Directory Below: label, as shown above.

Next, select the desired project for the new book from the list of projects, as shown below.



e

Build a New ROW Parcels Book

Build New ROW Parcels Book

" Glendive

—SelectDistrict Below
* Missoula " Great Falls " Billings
" Butte

Select Project Directory Below:

4855002
6137000
7930000 [

Selected DMS Directory For Project

—

Select DMS Directory For Project

—Select The Project Units Below
" English

" Metric Cancel

AddParcels

Walidation Errors:

DMS Directory For Project is nat selected.

4

Next, click the Select DMS Directory For Project button to select the DMS Directory for the
project. (The DMS directory must be provided by the user in order for the system to be able to

find the reference files attached to the ROW Exhibit design files.)
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g P e 3 I P . R
“ Build Mew ROW Parcels Book lroe| -3 ||ﬁ|
—Select District Below
* Missoula " Great Falls " Billings
" Butte " Glendive

Select Project Directory Below:
4855002

6137000

7930000

Selected DMS Directory For Project

Select The ProjectUnitsBelow

* English

" Metric Cancel AddParcels

Walidation Errors:

DMS Directory For Project is nat selected. -

-

4

The Select DMS Directory For Exhibits Reference Files form is displayed, as shown below.

e R

& Select DMS Directary Far Exhibits Reference Files [ B[]

Enter DMS Directory Here --> |?93DUDdI

Select DMS Directory B elow: Selected DMS Directony

7918000 ~  |7930000
7919000

7320000
7321000
7322000
7323000
7924000 E
7925000 iy
7926000
7927000
7328000
7323000 Cancel Okay |
7330000 -

10



Build a New ROW Parcels Book

The Enter DMS Directory Here - text entry box will be pre-populated with the selected Project
from the previous form. A list of existing DMS directories is displayed under the Select DMS
Directory Below: label. The DMS directory in the list that is closest to the text entered into the
Enter DMS Directory Here > text box will be displayed and selected in the list of DMS
directories. If not match is found then no selection will be highlighted in the list.

Find and select the DMS Directory for the project in the list. The selected DMS directory is
displayed in the text box under the Selected DMS Directory: label.

Once the proper DMS Directory for the project has been selected, select the Okay button to
continue, as shown below.

P

mSelectDMSDirectoryForExhibits Reference Files | o= l| [=] Hgé&l

Enter DMS Directory Here --> 7930000

Select DMS Directory B elow: Selected DMS Directony

7918000 ~  |7930000
7919000

7920000
7921000
7922000
7923000
7924000
7925000
7926000
7927000
7926000
| 7929000
EEE . -

The Build New ROW Parcels Book form will be re-displayed with the selected DMS directory
for the project displayed, as shown below:

11
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= ™
Build Mew ROW Parcels Book l = H (=] ]I&]
—SelectDistrict Below 1
* Missoula " Great Falls " Billings
" Butte " Glendive

Select Project Directory Below:

4855002
6137000

7330000

Selected DMS Directory For Project

I?SSUODU i SelectDMS Directory For Project I
—Select The Project Units Below
* English
" Metric Cancel | AddParcels
) Y

Next, select the units for the project in the Select The Project Units Below section at the
bottom of the form. In the example above the units are left at the default English value.

Next, select the Add Parcels button as shown below to add parcels to the new book.

12



Build a New ROW Parcels Book

8 Build New ROW Parcels Book o E- S|

—Select District Below
* Missoula " Great Falls " Billings
" Butte " Glendive

Select Project Directory Below:
4855002

6137000

7930000

Selected DMS Directory For Project
|?93EIUDU Select DMS Directory For Project

—Select The ProjectUnits Below
* English

" Metiic Cancel . AddParcels |

4

Next, you will be prompted to select the location and name for the ROW Parcels book file to be
saved as, as shown below.

@ -
B Select Location and Enter Name for File to be Saved As
( ’U [ L » Computer » Local Disk (C) » DGN » ~ | 42 || searcn DG o

Organize v New folder SE (7]
il Recent Places 2 Name Date modvified Type Size
s | Saved 3/29/2016 1L:11PM  File folder
. Libraries = e X
3 .. plotregtest 3/18/2016 3:37 PM File folder
— | test-req-file 3/18/2016 3:37 PM File folder

1% Computer
S mdtisdapps (\mdtdsl) (&)
&, Local Disk (C3)
. 51b0aald74bb8baf05d7?
. BentleyDownloads
g CS
. DGN
. plotreqtest

File name:  7930000ROPEDOOL.rwpb)| =

Save as type: | ROW Parcels Documentsl&ok (*.rwpb) vl

“ Hide Folders [ Save ] [ Cancel ]

13
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The File name will be pre-populated with a file name following DMS file naming standards,
starting with the DMS directory for the project followed by the RO workgroup and the PED (Parcel
Exhibit and Conveyance Document) class and ending with the ROW Parcels Book file extension
(.rwpb), as shown above.

After selecting the desired location and file name select the Save button to save the selection and
continue the Build New Book operations.

8 Select Location and Enter Name for File to be Saved As @
UU 1 » Computer » Local Disk (C) » DGN » v l 5 | l Search DGN ol
Organize v New folder Hesmie \@‘
=l Recent Places o Name Date rru:-dyifiEd Type Size

Saved 016 11:11 PM

~u Libraries |=
3 plotreqtest

File folder

test-req-file
1M Computer

L mdtisdapps (\mdtdsl) (&)
&, Local Disk (C3)
51b0aald74bb8bafl5d7
BentleyDownloads
2 CS
DGN

plotreqtest |l = - X

File name:  7930000ROPEDO01.rwpb =

Save as type: | ROW Parcels Documents Book (*.rwpb) v]

Cancel ]

“ Hide Folders

14




Build a New ROW Parcels Book

Next, the Add Parcels To New Book form will be displayed, as shown below.

This form is used to define the parcels for the new book being created.

P

Add Parcels To New Book ’E@@
Current DMS Directory For Project |793000[1
Existing Parcels: — Define New Parcel
Selected Parcel
[ SelectParcel |
Selected Parcel D escapbon Select Parcel Description Below:

I I E

Enter Grantor/Grantee ->> |

New Parcel ID: [

AdAD o 1
AddNew FParcel |

Cancel

Validation Ermors:

Parcel is blank.
Parcel Description is blank.

To add parcels first select the Select Parcel button, as shown below:

15
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| E Add Parcels To New Book

Current DMS Directory For Project

Existing Parcels:

|7930000

Validation Errors:

i~ Define New Parcel

Selected Parcel

=S (E=E )

Selected Parcel Descrpbon

. SelectParcel

Select Parcel Description Belowr

=]

Enter Grantor/Grantee ->> |

New Parcel ID:

AddNewParcel

Cancel

Add Exhbet
Pages

Parcel is blank.
Parcel Description is blank.

4

A Select Parcel form will be displayed as shown below.

16




Build a New ROW Parcels Book

pr

8% Select Parcel (||| (3]

Parcel Selection Method

* Get Parcel From ROW Parcels Database
" Manually Enter Parcel

GetParcel From ROW Parcels D atabase
I <-- Enter Parcel To Find In List

Select Parcel Below: Selected Parcel:

Cancel I Okay I

4

Using this form the user can identify the Parcel number by either selecting from the parcels stored
in the ROW Parcels database or by manually entering the parcel number.

The Get Parcel From Parcels Database option is selected by default. When this option is
selected the parcels stored in the ROW Parcels database are displayed in the list below the
Selected Parcel Below: |label, as shown above.

The user can start entering the desired Parcel number to find in the list into the text box next to
the Enter Parcel to Find In List label and the entered value will be searched for and selected in
the list, as shown below.

17
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-~

8 Select Parcel = |"é_2-_|

—Parcel Selection Method

' et Parcel From ROW Parcels Database
" Manually Enter Parcel

—GetParcel From ROW Parcels D atabase

1] <~ Enter Parcel To Find In List

Select Parcel Below: Selected Parcel:

Cancel | Okay |

The selected parcel number is displayed in the text box under the Selected Parcel label, as
shown above.

Alternatively, the user can select the Manually Enter Parcel option and enter the Parcel number
in the text box, as shown below.

18



Build a New ROW Parcels Book

e

ﬂ Select Parcel

Parcel Selection Method

(" Get Parcel From ROW Parcels D atabaze
* Manually Enter Parcel

M anually Enter Parcel
Enter Parcel - 1]

Cancel

-G S|

Ok.ay

.

-

After selecting the Parcel number select the Okay button to continue, as shown below.

19
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-~

SeiectParcel | = ” (=] |i2.|
—Parcel Selection Method

' et Parcel From ROW Parcels Database
" Manually Enter Parcel

—GetParcel From ROW Parcels D atabase

|1 <-- Enter Parcel To Find In List

Select Parcel Below: Selected Parcel:

The program will then

return to the Add Parcels To New Book form with the selected Parcel

number populated, as shown below.

20
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Build a New ROW Parcels Book

§¥ Add Parcels To New Book

Current DMS Directory For Project

Existing Parcels:

| 7930000

Define New Parcel

Validation Errors:

Selected Parcel

[1

S[}\bcted Parcel Descrpbion

. SelectParcel :

...........................................

Select Parcel Description Belowr

"

rell-a- /s

Enter Grantor/Grantee -->> I

=]

NewParcelID: |

Cancel

Parcel Description is blank.

V.

Next, select the parcel description from the dropdown list of available parcel descriptions, as

shown below.

: ﬂ Add Parcels To New Book

Current DMS Directory For Project ]7930000

Existing Parcels:

Define New Parcel
Selected Parcel

[1

Selected Parcel D escaption

SelectParcel

Select Parcel Description Below:

|aca

Enter Grantor/Grantee -->>

NewParcelID: |Parcel-1_ACQ CONDEASE

AddNewParcel

[acq ~|

CONDRW

CORR
RESS
LEGDESC v

Add Exhbit

Cancel Pages

EASE Irrigation, Access, Roadway, etc.

7

Note that an explanation of the parcel description selected in the dropdown is displayed near the
dropdown list to help the user in choosing the proper description.

21
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After selecting the desired parcel description from the dropdown list the description is displayed in
the Selected Parcel Description text box, as shown below.

e

E Add Parcels To New Book

Current DMS Directory For Project

Existing Parcels:

7930000

Define New Parcel
Selected Parcel

el

]1 SelectParcel

Selected Parcel Descrpbion

Select Parcel Description Belowr

|EASE | EASE |
Enter Grantor/Grantee -->> I|
N
NewParcellD: |Parcel-1_EASE  Lg
AddNewParcel
Cancal Add Exhibi
Pages
7
If desired the Grantor or Grantee name can be entered in the Enter Grantor/Grantee -- >>
text box shown above. In this example it is left blank as it is not required. After setting the
required Parcel number and Parcel Description the Add New Parcel is enabled.
Next, select the Add New Parcel button to complete saving the new parcel, as shown below.
mAdd Parcels To New Book o -@ I
Current DMS Directory For Project |?93DUDD
Existing Parcels: —Define New Parcel
Selected Parcel
[1 SelectParcel
Selected Parcel Descnpbon Select Parcel Description Belowr
|EASE | EASE |
Enter Grantor/Grantee -->> I
NewParcellD: |Parcel-1_EASE
Cancel A(:fag'::i
7

22



Build a New ROW Parcels Book

The new parcel will be added to the book and displayed in the Exiting Parcels list, as shown

below.

e

E Add Parcels To New Book

Current DMS Directory For Project

Existing Parcels:

7930000

Parcel-1_EASE

Define New Parcel
Selected Parcel

l1 SelectParcel

Selected Parcel Descrpbion

e e |

Select Parcel Description Belowr

[EASE | EASE =l
Enter Grantor/Grantee -->> ]
NewParcellD: |Parcel-1_EASE
Cancel Add Exhist
Pages

7

The user can continue adding new parcels as necessary by following the same steps as outlined
above (Select Parcel number, Select Parcel Description, enter Grantor\Grantee if desired, select

Add New Parcel button).

The Other Parcel Description option allows the user to enter a description that does not match
any of the descriptions in the list. To enter other descriptions select the Other Parcel Description
and an Enter Other Description -- >> text box will be displayed for use in entering the other
parcel description, as shown below.

23
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Add Parcels To New Book E" =) l@
Current DMS Directory For Project |?93UUUD
Existing Parcels: —Define New Parcel
Parcel1 Eu-E R Selected Parcel
ALU_Some-Grantor
|3 SelectParcel |
Selected Parcel Descrpbion Select Parcel Description Belowr
|Some-Other-Description I OTHER LJ
Enter Other Description ~>>  |Some-Other-Descriptior] 1
Enter Grantor/Grantee —>> |
New Parcel ID: lParceI-3_Some-U ther-Description
AddNewParcel
Cancel Add Exhist
Pages

When done adding all of the desired parcels, select the Add Exhibit Pages button to continue

the Build New Book process, as shown below.

pr

Add Parcels To New Book

Current DMS Directory For Project |?93DUUU

Existing Parcels: i~ Define New Parcel
Parcel-1_EASE Selected Parcel

(_Some-Grantor

Some-Other-Description I3

Selected Parcel Descnpbon

fo o =)

SelectParcel |

Select Parcel Description Belowr

|Some-Other-Description

| OTHER

=]

Enter Other Description -->> ISome-Dther-Description

Enter Grantor/Grantee -->> I

AddMNaw Parcol
AddNew Parcel |

New Parcel ID: lPalcel-3_Some-0ther-Descriplion

Cancel \

The Build Exhibits Pages For New Book form will be displayed, as shown below.

24




Build a New ROW Parcels Book

Build Exhibits Pages For New Book (English Units) (o[ @ =)
Select Book Parcel Belowr
Reset Selected Exhibit Design Fie
Sheets II Select Exhibit
Design File
Exhibits Pages for Selected Parcet
Page No. | File Name | Sheet No. |
Sheet 1
Save Selected
weet To
Selected Parcel
Add Conveyance
Cancel Documents
Book Units: |English
Walidation Errors:
E=hibit Design File is blank. -

Parcel is blank.

4

To add Exhibit pages to a parcel first select the parcel from the dropdown under the Select Book
Parcel Below label at the top of the form, as shown below.

25
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% Build Exhibits Pages For New Book (English Units) =R <=
Select Book Parcel Belowr
Parcel-1_EASE k
Parcel-2_ACO_Some-Grantor

Parcel-3_Some-0ther-Description
]

Select Exhist
Design File
Sheet 3 I E xhibits Pages for Selected Parcet
= = Page No. | File Name | Sheet No. |
Sheet 2
Sheet 1 I
S ave Selected
Sheet To
Selected Parcel
Cancel Add Conveyance
Documents
Book Units: |English
Validation Errors:

E xhibit Design File is blank.
Parcel is blank.

After selecting the parcel, click the Select Exhibit Design File button to select the Exhibit
design file for the parcel from the Draft Deeds share, as shown below.

26




P

Build a New ROW Parcels Book

B Build Exhibits Pages For New Book (English Units)
Select Book Parcel Below:

|Parcel1_EASE

Reset
Sheets

Sheet 1 I

S ave Selected

Sheet To
Selected Parcel

Walidation Errors:

=]

Selected Exhibit Design Fie

=N Bl =5

Exhibits Pages for Selected Parcet

Page No. | File Name

| Sheet No. |

Add Conveyance
Documents

Book Units: |English

Cancel

Exhibit Design File is blank.

’

4

A Select Exhibit Design File form will be displayed with the path set to the project folder on
the Draft Deeds share, as shown below.

B select Exhibit Design File

X

Organize v New folder

. GreatFalls
. Hawre
Helena
@ IMappDoc
. ITSysData
. Kalispell
. Lewistown
L MDT
@ MDTScan
. MilesCity
Missoula
. MSU
@ TempStore
. Admin

( ';_u l ..« TempStore » ISD » ROWTest » ROW » Draft-Deeds » DISTRICT-1-MISSOULA » 7930000 »

* MName

. PARCEL_1
.. PARCEL_2
. PARCEL_3

PARCEL_4

[T

~ | 42 ||| search 7930000 2|

= A @
Date modified Type Size

File folder
File folder
File folder
File folder

File name:

~ [ROW Exhibits Design Files (*.dg |

[ open | [ cancel |

27
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Browse to the desired Exhibit design file and select the file and then select the Open button to

complete the design file selection, as shown below.

Select Exhibit Design File

Organize v New folder
Jake # MName
Jay
] 7930000ROEXH001_P1.DGN
Kayme
, Marija
Rick
ROWTest
ROWY
Draft-Deeds
DISTRICT-1-MISSOULA
4855002
6137000
7930000
PARCEL_1
PARCEL_2

m

File name: 7930000ROEXH001_P1.DGN

Date modified

6/3/2015 2:43 Ph

@Uv‘ <« TempStore » ISD » ROWTest » ROW » Draft-Deeds » DISTRICT-1-MISSOULA » 7930000 » PARCEL_1 v‘*”” Search PARCEL 1 ,0‘

Type Size

Bentley MicroStati... 153 KB

~  [ROW Exhibits Design Files (“dg |

[ OpenL}J[ Cancel |

The selected Exhibit design file is displayed in the text box next to the button, as shown below.

-

ﬂJ Exhibits Pages for Selected Parcet

Build Exhibits Pages For New Book (English Units) = |[-&
Select Book Parcel B elow:
I Parcel-1_EASE _'_]
Reset Selected Exhibit Design Fie
st | OWADraft-Deeds\DISTRICT-1-MISSOULAN7I300005PARCEL_147930000RDEXHO01_P1.DGN |: %";ﬁi‘;f File |

| Sheet No. |

Page No. ] File Name
Sheet 2
Sheet 1 t

\‘

Add Conveyance
Documents

Book Units: |English 4

Cancel

o)

Next, select the Sheet Number in the Exhibit design file for the Exhibit page by selecting the
Sheet Number button on the left hand side of the form, as shown above. In this example

Sheet 1 is being selected.

28



Build a New ROW Parcels Book

After selecting the Sheet Number the selected sheet number button is indicated with an asterisk

g*) as shown below.

Build Exhibits Pages For New Book (English Units)

Select Book Parcel Below:
|Parcel-1_EASE |

Selected E xhibit Design File

Reset
Sheets

E xhibits Pages for Selected Parcet

| OWADraft-Deeds\DISTRICT-1-MISSOULAN7I300000PARCEL_147930000RDEXH001_P1.DGN

Sheet 3

Page No. ] File Name

| Sheet No. |

Sheet 2

Save S
Sheel
Selected Parcel

Cancel

L5l

Select Exhbat
Design File

Add Conveyance
Documents

Book Units: |English 4

Next, click the Save Selected Sheet To Selected Parcel button to save the Exhibit design file

information for the Exhibit Page, as shown above.

-

Build Exhibits Pages For Mew Book (English Units)
Select Book Parcel Below:

Exhibits Pages for Selected Parcet

Sheet 3

| Parcel-1_EASE ~|
Reset Selected Exhibit Design File
Sheets I OwhDraft-Deeds\DISTRICT-1-MISSOULAN7IZ00005PARCEL_147930000R0OEXHO01_P1.DGN

| Sheet No. |

Page No. ] File Name
_ Sheet2 | 1 7930000R0OEXHO0T_P1.DGN

1

s

Cancel

[B=5) Bl =5

Select Exhibit
Design File

Add Conveyance
Documents

Book Units: |English 4

The list displaying the Exhibits Pages for Selected Parcel will be updated to display the saved

information, as shown above.

29
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The user can continue adding Exhibits pages from the selected Exhibits design file

by selecting

the Sheet Number for the next Exhibits page and then clicking the Save Selected Sheet To

Selected Parcel button.

After finishing adding the desired Exhibit pages for the parcel, select another parcel from the

Select Book Parcel Below dropdown, as shown below.

-

Build Exhibits Pages For Mew Baok (English Units) = -3
Select Book Parcel Below:
| Parcel-1_EASE |
Parcel-1_EASE
Parcel-2 ACO Some-Grantor
Parcel-3_Some-Other-Description } Select Exhibit
e [ U SDTa-Uesds oTs TRICT-T-MISSOULAN?I300005PARCEL_147930000ROEXHO0T_P1.DGN "0 Gon File
Exhibits Pages for Selected Parcet
Page No. | File Name | Sheet No. |
1 7930000R0OEXHO01_P1.DGN 1
2 7930000R0OEXHO01_P1.DGN 2
3 7930000R0OEXHO01_P1.DGN 3
Cancel Ac:;i Conveyance
ocuments
Book Units: |English 4

o

Next, add the Exhibits pages for the parcel in the same manner as above.

Continue adding Exhibits pages to the parcels until all Exhibits pages have been added for all

parcels, as shown below.
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e

.

Build Exhibits Pages For Mew Book (English Units) = @
Select Book Parcel Below:
IParcel-3_Some-Uther-Descriplion _V_l

Reset Selected Exhibit Design Fie

Sheets ‘ [OWADrat Deeds\DISTRICT 1 MISSOULANS30000\PARCEL_3\7930000RDEXHODT PADGN  praceas i

Exhibits Pages for Selected Parcet

Page No. | File Name | Sheet No. |
1 7930000R0OEXHO01_P3.DGN 1
2 7930000R0DEXHO01_P3.DGN 2
3 7930000ROEXHO01_P3.DGN 3

Cancel Add Conveyance
_...Documents L\\e-

Book Units: |English 4

Next, click the Add Conveyance Documents button to continue the Build New Book process,
adding Conveyance documents to the parcels. After clicking the Add Conveyance Documents

button a Select Conveyance Documents to be Published form will be displayed as shown
below.

e

-~

m Select Conveyance Documents to be Published o |-3
Select Book Parcel B elow: |
Selected Conveyance D ocument Fie
“ Select Conveyance
Document File

Cancel | Ukay

Validation Errors:

Conveyance Document File is blank.
Parcel is blank.

To add a Conveyance document to a parcel first select the parcel from the dropdown list of
parcels below the Select Book Parcel Below label at the top of the form, as shown below.
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-~

Select Conveyance Documents to be Published
Select Book Parcel Below:

=5 R 5

Parcel-1 EASE

Parcel-2_ACO_Some-Grantor
Parcel-3_Some-Other-Description

=}

Save Selected Conveyance Doc
ToSelected Paicel

Validation Errors:

Select Conveyance
Document File

Okay

Cancel l

Conveyance Document File is blank.
Parcel is blank.

Next, click the Select Conveyance Document File button to select the desired file, as shown

below.

-

E Select Conveyance Documents to be Published
Select Book Parcel Below:

|Parcel-1_EASE

Selected Conveyance D ocument Fie

=]

Save Selected Conveyance Doc
To Selected Pascel

Walidation Errors:

Ukay

Cancel l

Conveyance Document File is blank.

A Select Conveyance Document File form will be displayed, as shown below.
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8 Select Conveyance Document File
QU [ 1 « mdthq » mdtshares » Helena » ROW » Draft-DeedsTEST » DISTRICT-1-MISSOULA » 7930000 ~ [ 42 ||| search 7930000 o
Organize v New folder =« [ ‘@"

2| Name . Date modified Type Size
€l Network
'L ) d;: @1 7930000_POLDOCX
it d:'h @) 7930000_P02.DOCX
= mAS ;’is E| @] 7930000_PO2E_AC.docx
Appuala j @ 7930000_P03.DOCX
ppUploa
Billings
Bozeman
Butte
Glendive
GreatFalls
Hawre
Helena

@, Administration

File name: v [ROW Conveyance Document F 'J

[ Open ] [ Cancel l

Select the desired Conveyance document file and then click the Open button to continue the
document selection process, as shown below.

-

8 Select Conveyance Document File @
QQ ‘ <« mdthq » mdtshares » Helena » ROW » Draft-DeedsTEST » DISTRICT-1-MISSOULA » 7930000 ,0[
Organize v New folder §== ~ [ @)

7z MNare . Date modified Type Size
€l Network
Sanbi 1] 7930000_P01.DOCX MS Office Word O.. 20 KB
?'- dth —
et ] 7930000_P02.DOCX vd 0
. mdtshares = 3
| 7 7930000_P02E_AC.docx rd O...
AppData 3 -
1 7930000_P03.D0OCX Word O...
AppUpload
Billings
Bozeman
Butte
Glendive
GreatFalls
. Hawre
Helena
@, Administration L5
File name: 7930000_P01.DOCX v [ROWConveyance Document F ']
l Open '[g l Cancel ‘

The program will return to the Select Conveyance Documents to be Published form with the
selected document file displayed as shown below.

33



Manage ROW Parcel Documents User's Manual

pr

Select Conveyance Documents to be Published =
Select Book Parcel Below:
Save Selected Conveyance Doc:
[Parcel-1_EASE ~ ToSelected Parcel |
Selected Conveyance D ocument File
[TempStore\ISDARDWT est\ROWADraft-Deeds\DISTRICT-1-MISSOULAY7I300005PARCEL_147930000_P01.D0CX Se[')e;’;m
Cancel Okay
7

to save the document file information to the selected parcel.

Next, click the Save Selected Conveyance Doc To Selected Parcel button, as shown above,

Continue adding Conveyance documents to the other parcels by selecting the parcels one by one

Select Conveyance Documents to be Published

Select Book Parcel Belowr

|Parcel-1_EASE -]

Parcel-1_EASE
Parcel-2 ACO Some-Grantor

and adding the Conveyance document to the parcel.

=N o X

Select Conveyance

Parcel-3_Some-Other-Description R®

Walidation Errors:

Document File

Cancel ‘ Okay

Conveyance Document File is blank.

Once done adding the Conveyance documents to the parcels select the Okay button to complete
the Build New Book process, as shown below.

"

Select Conveyance Documents to be Published |
Select Book Parcel B elow:
IF’arcel-3_8ome-Uther-Description _v_l ';i 7 205 |
Selected Conveyance D ocument Fie
[TempStore\ISDAROWTest\ROWADraft-Deeds\DISTRICT-1-MISSOULAN7I300008PARCEL_347930000_P03DOCK sel')";’;m
Cancel ‘ Okay
................................. 5P
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The Build New Book process will be completed with the new book built. The program will load
the newly built book, displaying the book information in the main form as shown below.

Manage ROW Parcel Documents (Version 1.0.0) = || ==

File Options Utilities Help

Current Book Information .
} Exit
Book File: [C:ADGNA7330000ROPEDOOT rwph LoadBook 4'
District: [DISTRICT-1MISSOULA Project [7930000 BuildNew Book |

DMS Directory [7930000 Units: [Engish
Manage Parcel Documents ] Print Parcel Exhibit Check Plats | Publish Parcel Documents ] Un-Publish Parcel Documenls] Close Project Parcels ] Parcel Documents Status Information ]
Parcel Information Selected Parcel Convey Doc t Information:
Select Book Parcel Below: Document File Location [\\mdthg\mdtshares\Helena\ROWADraft-DeedsTEST\DISTRICT-1-MISSOULAY7I30000
Racg L EASE E Document File Name: [7330000_P01.DOCX
Eeicel Steha: | Remove Save Document Select
Document Fie File Document Fie

DeleteParcel |  EditParcel | AddPalcel[s]J

Selected Parcel E xhibits Inf

Edit Current Parcel Exhibits Current Ezhibits Page Information

Insert After Current Page l Design File Location: |

Design File Name: |

l
] Fence Coordinates
|

Reorder Pages

Page | © of | 3

£ | =]

NN

This completed the Build New Book process.
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5. Load an Existing ROW Parcels Book

To load an existing ROW Parcels book, select the Load Book button as shown below.

Document File N arne‘l

Parcel Status: I

Selected Parcel Exhibits Inf 4

Edit Current Parcel Exhibits Current Exhibits Page Information
After Current Pag I Design File Location: |
save Current Page ] Design File Name: |
l Fence Coordinates
| —
Page | Of | ; X |
Kl i

Manage ROW Parcel Documents (Version 1.0.0) ==
File Options Utilities Help
Current Book Information 5
T : E xit
Book File: | ]
District: ] Project I Build New Book

DMS Directory ] Units:
Manage Parcel Documents l Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels ] Parcel Documents Status Information ]

Parcel Information Selected Parcel Conveyance D ocument Informationc

SelectBook Parcel Below: Document File Location I

Alternatively, selecting the File menu - Book sub-item > Load Book sub-item option
will start the process of loading an existing ROW Parcels book.

A Select ROW Parcels Documents Book form will be displayed as shown below.

37



Manage ROW Parcel Documents User's Manual

8 Select ROW/ Parcels Documents Book
o~
*®) [ 1 » Computer » Local Disk (C:) » DGN » - | 4y | [ search DG 2|
Organize v New folder =~ 0 @
e Fovoiites 2 MNarne Date nmd‘ified Type Size
B Desktop | /@ 7930000ROPEDOOL.rwpb RWWVPE File 23KB
& Downloads |7 . plotreqtest File falder
= RecentPlaces i ref 3:47 File folder
test-req-file 016 3:46 PM File folder
s Libraries CheckRefs 3/30/2016 1:26 PM File folder
Saved 3/29/2016 1111 PM  File folder
1% Computer
¥ mdtisdapps (\mdtdsl) (&)
&, Local Disk (C3)
51b0aald74bb8baf05d7
BentleyDownloads
DGN
CheckRefs *
File name: v [ROW Parcels Book (*.rupb) 'J
[ Open ] [ Cancel l
Browse to and select the desired ROW Parcels Book to open, as shown below.
x Select ROWY Parcels Documents Book @
o~
S [ » Computer » Local Disk (C:) » DGN » ~ [ 42 |[ search DG o
Organize v New folder == )| \.:@)
£ voices i Name Date moc;ified v Type Size
Desktop | /@ 7930000ROPEDDOL.rwph RWVPB File 23 KB
& Downloads | . plotreqtest File folder
=l Recent Places i ref File folder
test-req-file 016 3:46 PM File folder
o Libraries CheckRefs 016 1:26 PM File falder
Saved 972016 11:11 PM File folder
1M Computer

S mdtisdapps (\mdtdsl) (&)
&, Local Disk (C2)
51b0aald74bb8bafl5d7
BentleyDownloads
DGN
CheckRefs

File name: 7930000ROPED00L.ravpb

~  [ROW Parcels Book ¢*.rwpb)

7]

[ OpenQJ[ Cancel |

Click the Open button, as shown above, to continue the Load Book operation.

The program will return to the main form with the selected book loaded, displaying the book

information on the main form, as shown below.
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n Manage ROW Parcel Documents (ersion 1.0.0)

File Options Utilities Help

[~ Current Book Information

= BOR ==

Book File: IC: \DGNA7930000ROPEDODT.ripb

Load Book Ex

District: |DISTRICT-1-MISSOULA

Project |7930000

Build New Book

DMS Directory |7330000

Units: IEninsh

Manage Parcel Documents l Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents ] Close Project Parcels | Parcel Documents Status Information ]

Parcel Information
SelectBook Parcel Below:
Parcel-1_EASE
Parcel Status: |

Delete Parcel I

Selected Parcel Convey D t Information:
Document File Location I\\mdthq\md!shales\HeIena\HDW\Draf!-DeedsTEST\DISTHICT-'I -MISSOULAN7I30000
L] Document File Name:|793UUUU_PEI1 .DOCX
Remove Save Document Select
Document Fie File Document Fie

EditParcel | AddParcel(s) |

i~ Selected Parcel Exhibits Information:
—Edit Current Parcel Exhibits
Insert After Current Page ]

Fence Coordinates

_ =

—Current Exhibits Page Information

Design File Location: |

Design File Name: |

Save Current Page '
Delete Current Page I
Reorder Pages I
Page | 0 Of | 3
< 2l

NS
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6. View ROW Parcels Book Information

Once a book is loaded the book information can be viewed in the main form.

The main form (shown below) is organized as follows:

DeleteParcel |  EditParcel ] AddParcel(s) ]

ﬂ Manage ROW Parcel Documents (Version 1.0.0) on||=E @
File Options Utilities Help
Current Book Information 5
] Exit
Book File: |C:ADGN\7930000ROPEDODT. wipb LoadBook
District: ]DISTRICT-1 MISSOULA Project I?SBDEIUD Build New Book
DMS Directory ]?930000 Units: |English
|Manage Parcel Documenls” Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels | Parcel Documents Status Information |
ParcelInformabon Selected Parcel Conveyance D ocument Informabion:
SelectBook Parcel Below: Document File Location [\imdthg\mdtshares\Helena\ROWADraft-DeedsTEST\DISTRICT-1-MISSOULAY7I30000
Parcel-1_EASE v
[Parcel1_ E Document File Name:[7930000_P01.D0CX
F oo Shatin: l Remove Save Document Select
Document Fle File Document Fie

Selected Parcel Exhibits Informabon:

Edit Current Parcel Exhibits Current Exhibits Page Information

Insert After Current Page ’ Design File Location: |

Desian File Name: |

|

t irent Pe l Fence Coordinate whibi
r

e e

Page | © of [ 3 v |

< | i

The Current Book Information section in the upper left part of the form (surrounded by the
blue box) displays the Book File, District, Project, DMS Directory and Units for the loaded book
and contains the buttons for loading a book or building a new book.

The lower part of the form contains a series of Tabs that are selected by clicking on the tab text.

When a book is loaded the Manage Parcel Documents tab (surrounded by the purple box) is
selected. The Manage Parcel Documents tab has three main sections as follows:

e The Parcel Information section in the upper left part of the tab (surrounded in red) is
used for parcel selection and parcel information display and modification operations.

When the book loads the first parcel will automatically be selected in the Select
Book Parcels Below: dropdown list, as shown above (in this example the first
parcel (Parcel-1_EASE) has been automatically selected).
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The status for the selected parcel is displayed in the Parcel Status: text box.
Possible statuses are blank (parcel has never been published), Published, Un-
Published and Closed. In the example above the Parcel Status is blank indicating
that the parcel has never been published.

The Add Parcel(s) button is used to add parcels to the loaded book.

The Edit Parcel button is used to edit the information for the selected parcel. The
information that can be edited is the Parcel Number, Parcel Description and/or
Grantor/Grantee. Since editing a parcel changes the Parcel ID, a parcel that is
published or closed cannot be edited. A published parcel has an existing Parcel
folder and parcel documents under the District — Project folder on the published
documents share. When parcels are published, the conveyance document is
removed from the Draft Deeds location and only exists in the published parcel doc
folder. Un-publishing the parcel returns the conveyance document to its original
Draft Deeds location with its original file name so that it can be modified and is
available for re-publication. Closed parcels cannot be edited as they are no longer
active.

The Delete Parcel button is used to delete the selected parcel. Since deleting a
parcel removes the parcel, a parcel that is published or closed cannot be deleted.
Published parcels must first be un-published so that the conveyance document is
returned to its original Draft Deeds location with its original file name and is
therefore available for modification and/or publication. Closed parcels cannot be
deleted as they are no longer active.

The Selected Parcel Exhibit Pages Information section in the lower part of the tab
(surrounded in green) is used for exhibit page selection and exhibit page information
display and modification operations for the selected parcel.

The Selected Parcel Conveyance Document Information section in the upper right
part of the tab (surrounded in yellow) is used for conveyance document information display
and modification operations for the selected parcel.



View ROW Parcels Book Information

-

Manage ROW Parcel Documents (Version 1.0.0) E

File Options Utilities Help

‘Current Book Information .
} Exit
Book File: [C:ADGNA\7330000ROPEDONT.rwpb LoadBook —l

District: IDISTHICTJ-MISSDULA Project ]7930000 Build New Book
DMS Directory [?930000 Units: lEninsh

Manage Parcel Documents | Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents ] Close Project Parcels ] Parcel Documents Status Information ]

Parcel Information Selected Parcel Convey Doc t Information:
SelectBook Parcel Below: Document File Location I\\mdthq\mdtshales\H elena\ROW\Draft-DeedsTESTADISTRICT-1-MISSOULAN?I30000
[Parcel1_EASE B Document File Name:|7330000_P01.DOCX
Parcel-2_ACA_Some-Grantor k Remove Save Document Select
Parcel-3_Some-Other-Description Document Fle File Document Fle

DeleteParcel |  EditParcel | AddParcel(s) |

Selected Parcel E xhibits Inf

Edit Current Parcel Exhibits Current Ezhibits Page Information

Insert After Current Page l Design File Location: |

Design File Name: |

Delete Curnrent Page l Fence Coordinates

NS

-~

8% Manage ROW Parcel Documents (Version 1.0.0) =

File Options Utilities Help

‘Current Book Information Exit
i
Book File: [C\DGNA7930000ROPEDO0T rwpb LoadBook 4l

District: IDISTRICT-1-MISSDULA Project ]7930000 BuildNew Book
DMS Directory ITSSDUUU Units: iEninsh

Manage Parcel Documents | Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents ] Close Project Parcels ] Parcel Documents Status Information ]

Parcel Information Selected ParcelC 'y Doc t Information:
Select Book Parcel Below: Document File Location I\\mdthq\mdtshares\H elena\ROW\Draft-DeedsTESTADISTRICT-1-MISSOULAN7I30000
Racg L EASE E Document File Narme:[7930000_P01.D0CX
¥ aur:o Stotie: | Remove Save Document Select
Document Fie File Document Fie

DeleteParcel |  EditParcel | [FAddParcel(s):

i~ Selected Parcel Exhibits Information:

—Edit Current Parcel Exhibits —Current Exhibits Page Information

Insert After Current Page l Design File Location: |

Design File Name: |

Delete Current Page l Fence Coordinates

NN
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n Manage ROW Parcel Documents (Wersion 1.0.0) = @

File Options Utilities Help

[~ Current Book Information- 7 Exit
i
Book File: [C:\DGNA7930000ROPEDOOT.mipb Loadbaok 4‘

Distict: |DISTRICT-1-MISSOULA Project |7930000 Build New Book
DMS Directory |793DUUU Units: lEninsh

Manage Parcel Documents ] Print Parcel Exhibit Check Plots I Publish Parcel Documents | Un-Publish Parcel Documents ] Close Project Parcels | Parcel Documents Status Information ]

Parcel Information —Selected Parcel C 'y Doc t Information:
Select Book Parcel Below: Document File Location [\imdthgimdtshares\Helena\ROWADraft-DeedsTESTADISTRICT-1-MISSOULAY7I30000
Parceh|. EASE K Document File Narme: [7330000_P01 DOCX
£ oxcel Shobis: I Remove Save Document Select
Document Fie File Document Fie
Delete Parcel I EditParcel I
Selected Parcel E xhibits Information:
—Edit Current Parcel Exhibits — Current E xhibits Page Information
Insert After Current Page I Design File Location: |\\mdlhq\mdtshates\Helena\RUW\Draft-DeedsTEST'\DlSTRICT-1 -MISSOULANTI30000
Save Current Page ] Design File Name: |793UDUDHDEXHDU1_P1 DGN
Delete Current Page Fence Coordinates Select Exhbit
I” Keep Fence Design File

Lonth akcaskssc sl 000
_ Sheet 2

Page | 1 of | 3

[ ol

Update MicroStation Fence Sheet 1
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7. Add/Edit Parcels Operations

To add parcel(s) to the current book select the Add Parcel(s) button, as shown below.

Manage ROW Parcel Documents (Wersion 1.0.0) ==

File Options Utilities Help

Current Book Information .
} Exit
Book File: [C:ADGNA7930000ROPEDDOZ iph EoadRook —l

District: [DISTHICT-1-MISSDULA Project [7930000 Build New Book
DMS Directory [?SBDUUD Units: |English

Manage Parcel Documents ] Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents] Close Project Parcels] Parcel Documents Status Information ]

Parcel Information Selected Parcel C 'y Doc % Information:
Select Book Parcel Below: Document File Location [\imdthg\mdtshares\Helena\ROWADraft-DeedsTESTADISTRICT-1-MISSOULAY7I30000
Racer 1 ALY E Document File Narme: | 7930000_P01.DOCX
Farcel Stobn: | Remove Save Document Select
Document Fle File Document File

Delete Parcel I EditParcel |

Selected Parcel Exhibits Information:

Edit Current Parcel Exhibits Current Exhibits Page Information

Insert After Current Page l Design File Location: |

ent Page Design File Name: I

|
irrent Page l Fence Coordinates
Reorder Pages [

Page | 0 of | 4

) 2l
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The Add Parcels To Current Book form will be displayed, as shown below.

This form works the same as the Add Parcels to New Book form shown here.

Add Parcels To Current Book E@

Current DMS Directory For Project |?93DUUD

Existing Parceks: i~ Define New Parcel
Parcel-1_EAS T Selected Parcel
J_some-Grantor
Some-Other-Description I SelectParcel |
Selected Parcel Descnption Select Parcel Description Below:
I | =l

Enter Grantor/Grantee ->> |

NewParcelID: |

AddNew Parcel |

Add Exhbst

Pana
ragcs

Cancel

Validation Errors:

Parcel is blank. -
Parcel Description is blank.

N\
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View ROW Parcels Book Information
To edit the current parcel select the Edit Parcel button, as shown below.
Manage ROW Parcel Documents (Version 1.0.0) E@
File Options Utilities Help
Current Book Information

Book File: IC:\DGN\?SSUUDUHDF‘EDUUZ.lwpb

Load Book Ex

District: [DISTRICT-1-MISSOULA

Project |7930000

Build New Book

DMS Directory 7330000

Manage Parcel Documents ] Print Parcel Exhibit Check Plots | Publish Parcel Documents ] Un-Publish Parcel Documents] Close Project Parcels] Parcel Documents Status Information ]

Units: |English

Parcel Information Selected Parcel C Y Doc ¢ Information:
Select Book Parcel Below: Document File Location [\imdthg\mdtshares\Helena\ROWADraft-DeedsTESTADISTRICT-1-MISSOULAY7I30000
Rarcat LLACQ E Document File Narme: [7330000_P01 DOCX
Eorcel siatis: I Remove Save Document Select
Document Fle File Document Fie
Delete Parcel | [ AddParcels) |

Selected Parcel Exhibits Information:
Edit Current Parcel Exhibits
Insert After Current Page

J
I
l

te Current Page

Reorder Pages

Page | 0 of | 4

£E 1] 2l

Current Exhibits Page Informabon

Design File Location: I

Design File Name: |

Fence Coordinates

NS

An Edit Current Parcel Confirmation form will be displayed, prompting to confirm the edit
current parcel operation, as shown below.

g ™

Edit Current Parcel Confirmation

Are you sure you want to edit the current parcel?

No
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If the Yes button is selected, the Edit Parcel form will be displayed, as shown below.

This form works similar to the Add Parcels to New Book form shown here.

8 Edit Parcel = <=
Current DMS Directory For Project '?930000
Current Parcel ID: Edit Parcel Informaton
|Parcel-1_EASE Selected Parcel
l SelectParcel
Selected Parcel Descrpbon Select Parcel Description Belowr
I I =l
Modified Parcel ID:
I Enter Grantor/Grantee -->> I
New Parcel ID: I
Cancel
Validation Errors:
Parcel is blank.
Parcel Description is blank.
A

The user selects the Parcel Number, Description and optionally the Grantor/Grantee for the

modified parcel id. The modified parcel id information is displayed in the Modified Parcel ID:
text box.

Once the modified parcel id has been identified select the Okay button to complete the Edit
Parcel operation, saving the changes to the Parcel ID for the parcel and returning to the main
form with the updated parcel id displayed.
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To delete the current parcel select the Delete Parcel button, as shown below.

Manage ROW Parcel Documents (Version 1.0.0) ==

File Options Utilities Help

Current Book Information z
} Exit
Book File: [C:ADGNA7930000ROPEDOOZ rwph Load Book 4'
District: IDISTRICTJ -MISSOULA Project 17930000 Build New Book

DMS Directory ]7930000 Units: |English

Manage Parcel Documents ] Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels ] Parcel Documents Status Information ]
Parcel Information Selected Parcel C Y Doc ¢ Information:
Select Book Parcel Below:

Document File Location ]\\mdthq\mdlshares\H elena‘\ROW\Draft-DeedsTESTADISTRICT-1-MISSOULAN7I30000

rParceH_ACD LI

Document File Name: 1?93DUDD_PCI1 .DOCX

Parcel Status: l

Remove Save Document Select
Document Fle File Document File

EditParcel | AddParcel(s) |

Selected Parcel Exhibits Information:

Edit Current Parcel Exhibits Current Exhibits Page Informabon

Insert After Current Page I Design File Location: I

Design File Name: |

r‘, -
Page | 0 of | 4 " S |

£E 1] 2l

|
] Fence Coordinates
|

Reorder Pages

NS

A Delete Current Parcel Confirmation form will be displayed, prompting to confirm the delete
current parcel operation, as shown below.

-~

Delete Current Parcel Confirmation 3

Are you sure you want to delete the current parcel?

If the Yes button is selected, the parcel is deleted from the book and the main form is updated
with the deleted parcel removed.
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8. Modifying Parcel Exhibit Pages

After selecting a parcel a user can view and/or modify exhibit pages for the parcel using the
controls in the Selected Parcel Exhibits Information section of the form.

To insert an exhibit page in the current parcel the user can select the Insert After Current
Page button, as shown below.

=

Manage ROW Parcel Documents (Version 1.0.0) || == @

File Options Utilities Help

Current Book Information Exit
X
Book File: [C:ADGNA7930000ROPEDO0T. pb LoadBook 4l
District: |DISTRICT-1-MISSOULA Project 7330000 BuildNewBook

DMS Directory [7930000 Units: [English
Manage Parcel Documents | Print Parcel Exhibit Check Plats | Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels | Parcel Documents Status Information |
Parcel Information Selected Parcel Convey Doc t Information:
SelectBook Parcel Below: Document File Location [\\mdthgimdtshares\Helena\ROWADraftDeedsTESTADISTRICT-1-MISSOULAA 730000
Racg 1 EASE E Document File Narme:[7930000_P01.D0CX
Eoecel Stous: | Remove Save Document Select
Document Fie File Document Fie
Delete Parcel | EditParcel ] AddParcel(s) |
Selected Parcel E xhibits Information:
Edit Current Parcel Exhibits Current E xhibits Page Information
i InsertAfter Current Page I Design File Location: |\\mdlhq\mdtshares\Helena\RUW\Draft-DeedsTEST\D[STRICT-‘] -MISSOULANI30000
Save Current Pab\% l Design File Name: |7930000HDE><HDU1_P1 DGN
Delete Current Page l Fence Coordinates Select Exhibt
Rnae Pood | I Keep Fence — Design File
Sheet 2
Page | 1 of | 3 Update MicroStation Fence " Shest1 |
AT i
Y

If the “Prompt Before Making Changes” user option is checked the user will be prompted to
confirm the Insert After Current Page operation, as shown below.

" ™

Insert After Current Page Confirmation &3

Are you sure you want to insert a page after the current page?

Yes MNao

If the user selects the Yes button, the Insert Page in Exhibits for Current Parcel form will be
displayed, as shown below.
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This form works the same as the Build Exhibits Pages For New Book form shown here.

P

m Insert Page in Exhibits for Current Parcel {English Units)

Select Book Parcel Below:
| Parcel-1_EASE |

=3 EeR =X

Reset Selected E xhibit Design Fie
Sheets "

E xhibits Pages for Selected Parcet

Sheet 3

Sheet 1| 2 7930000R0EXHO0T_P1.0GN
3 7930000ROEXHO0T_P1.0GN

Save Selected
Sheet To
Selected Parcel

Validation Errors:

- Page No. | File Name | Sheet No. |
oHEELE 1 7930000R0EXHO01_P1.DGN 1

2

3

Select Exhibit
Design File

Cancel Okay

Book Units: IEninsh

Exhibit Design File is blank.
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The scroll bar or Page humber text box can be used to view the exhibit page information for the
various pages. To move to a different exhibit page enter the page number in the Page text box
or use the scroll bar to move to the page. Once the desired page is selected the exhibit design
file and sheet in the file are displayed.

The Exhibit design file for the current parcel exhibit page can be changed by selecting the Select
Exhibit Design File button and selecting the desired Exhibit design file.

The Sheet for the exhibit page in the current parcel can be changed by selecting the Sheet
Number button.

After making changes to the exhibit design file and/or sheet on the current exhibit page select the
Save Current Page button to save the changes, as shown below.

m Manage ROW Parcel Documents (Version 1.0.0} = e @

File Options Utilities Help

Current Book Information ,
} Exit
Book File: [C:\DGN\?SSDOUUHOPEDUm .wpb LoadBook
District: ]DISTHICT-‘I -MISSOULA Project |793DUUU Build New Book

DMS Directory [7930000 Units: [English
Manage Parcel Documents | Print Parcel Exhibit Check Plats | Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels | Parcel Documents Status Information [
Parcel Information Selected Parcel Convey Doc t Information:
Select Book Parcel Below: Document File Location [\imdthg\mdtshares\Helena\ROWADraft-DeedsTESTADISTRICT-1-MISSOULAY7I30000
Farcet 1 EASE E Document File Narme: | 7930000_P01.D0CX
Esrcoltabs: | Remove Save Document Select
Document Fle File Document Fie
DeleteParcel |  EditParcel | AddParcels) |
Selected Parcel E xhibits Informatk
Edit Current Parcel Exhibits Current Exhibits Page Infi on
Insert After Current Page [ Design File Location: l'\\mdkhq‘\mdtshares\Helena\ROW\Draft-DeedsTEST\DISTRICTJ -MISSOULAN?I30000
Save CurrentPage Design File Name: |?93UUUDF!DE><HDU1_P1 .DGN
Delete Current Page Fence Coordinates Select Exhibit
ReorderPages | Clikes fenca b Design File
Sheet 2
Page | 1 of I 3 Update MicroStation Fence m_
S 2l
%
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To delete an exhibit page from a parcel move to the desired page and select the Delete Current
Page button, as shown below.

Manage ROW Parcel Documents (ersion 1.0.0) = || ==

File Options Utilities Help

‘Current Book Information .
} Exit
Book File: [C:ADGNA7330000ROPEDOOT rwph LoadBook 4l
District: [DISTRICT-1MISSOULA Project [7930000 Build NewBook

DMS Directory [7930000 Units: [English
Manage Parcel Documents ] Print Parcel Exhibit Check Plots | Publish Parcel Documents ] Un-Publish Parcel Documents ] Close Project Parcels ] Parcel Documents Status Information ]
Parcel Information Selected Parcel Convey Doc ¢ Information:
Select Book Parcel Below: Document File Location [\\mdthg\mdtshares\Helena\ROWADraft-DeedsTESTADISTRICT-1-MISSOULAY7I30000
Racg L EASE E Document File Name: [7330000_P01.DOCX
Eeicel Steha: | Remove Save Document Select
Document Fie File Document Fie
DeleteParcel |  EditParcel | AddParcel(s) |
) Selected Parcel E xhibits Information:
Edit Current Parcel Exhibits Current Exhibits Page Infi o
Insert After Current Page ' Design File Location: |\\mdlhq‘\mdtshares\HeIena\RDW\Draft-DeedsTEST\D[STRICT-1 -MISSOULANTI3Z0000
Save Current Page ] Design File Name: I?SSUDODHDEXHOU1_P1 DGN
| i DeleteCumrentPage | Fence Coordinates Select Exhibit
Reorder Pages L e e Sheet 3 Design File
- Sheet 2
Page I 1 of | 3 Update MicroStation Fence m_
5 2l
%
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View ROW Parcels Book Information

To reorder the exhibit pages for a parcel select the Reorder Pages button as shown below.

Manage ROW Parcel Documents (Wersion 1.0.0) = @

File Options Utilities Help

[~ Current Book Information z
} Exit
Book File: [C:ADGNA7930000ROPEDOOT rwph LoadBook —j
District: [DISTRIET-]-MISSUULA Project ]7930000 Build New Book

DMS Directory I?SSDUUD Units: W
Manage Parcel Documents | Print Parcel Exhibit Check Plots I Publish Parcel Documents ] Un-Publish Parcel Documents l Close Project Parcels ] Parcel Documents Status Information ]
Parcel Information Selected Parcel C Y Doc ¢ Information:
Select Book Parcel Below: Document File Location [\imdthg\mdtshares\Helena\ROWADraft-DeedsTEST\DISTRICT-1-MISSOULAY7I30000
Farcat 1 Ea3k E Document File Narme: [7330000_P01 DOCX
Parcel Status: | Remove Save Document Select
Document Fie File Document File
DeleteParcel |  EditParcel | AddParcelfs) |
: Selected Parcel E xhibits Information:
Edit Current Parcel Exhibits Current Exhibits Page Infi i
Insert After Current Page l Design File Location: I\‘\mdlhq\mdtshates\Helena\HDW\Dlaft-DeedsTEST\D[STRICT-1 -MISSOULANTIZ0000
Save Current Page l Design File Name: |?93UIJUUF!DE><HUD1_P1 .DGN
Delete Current Page Fence Coordinates Select Exhibt
| ReorderPages Ll b Sheet 3 Design kil
Page | 1 of | 3 Update MicroStation Fence T Shest1 |
&l i
%
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The Reorder Parcel "Parcel ID” Exhibits Pages form will be displayed as shown below.

I ot

8% Reorder Parcel "Parcel-1_EASE" Exhibits Pages | |- 3]

Drag and Drop Parcel Exibit Page Items Below to Reorder Pages

New Page No. ] Current Page No. l File Name l Sheet No. |
1<== 1 7930000R0OEXHO01_P1.DGN 1
2¢== 2 7930000R0OEXHO01_P1.DGN 2
Jg== 3 7930000R0OEXHO01_P1.DGN 3

Cancel Okay \

Right click on the row containing the page to be moved and hold down the mouse button and
drag the row to the desired new page location and then release the right click button on the
mouse to drop the row, moving the exhibit sheet to the new page.

4

When done reordering the pages select the Okay button to save the changes, returning to the
main form.
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9. Modifying Parcel Conveyance Document

After selecting a parcel a user can view and/or modify the conveyance document for the parcel
using the controls in the Selected Parcel Conveyance Document Information section of the
form.

To add or change the conveyance document for a parcel the user can select the Select
Document File button, as shown below.

m Manage ROW Parcel Documents (Version 1.0.0) =R

File Options Utilities Help

Current Book Information 5
] Exit
Book File: [C:\DGN\7930000ROPEDODZ.rwpb LoadBook
District: IDISTRICTJ MISSOULA Project ]783[]1]00 Build New Book

DMS Directory [7930000 Units: [English
Manage Parcel Documents ] Print Parcel Exhibit Check Plots | Publish Parcel Documents ] Un-Publish Parcel Documents | Close Project Parcels ] Parcel Documents Status Information ]
Parcel Information Selected Parcel Conveyance D ocument Information:
Selc Book Parcel Below: Document File Location I
T Document File Namezl
Parcel Status: l Remove I Domaned | Saioct
Document

Delete Parcel | EditParcel | AddParcel(s) |

Selected Parcel Exhibits Information:

Edit Current Parcel Exhibits Current Exhibits Page Informabon

Insert After Current Page l Design File Location: I

|
|
|

Design File Name: |

Reorder Pages

Page | 0 of | 3

< | 2l
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The Select Conveyance Document File form will be displayed, as shown below.

-
E Select Conveyance Document File

File name:

=)
QQ | | « mdtshares » Helena » ROW » Draft-DeedsTEST » DISTRICT-1-MISSOULA » 7930000 ~ | 42 || search 7930000 Pl
Organize v New folder 4= v [ @I
1% mdthg *  MName : Date modified Type Size
4 mdtshares 7 7930000_P01.DOCX 6/1/2015 10:05 AM  MS Office Word O... 8 KB
AppDaa = ) 7930000 P02.D0CK 152:03PM  MS Office Word O.. 28 KB
: ’ﬂfp'f'u"'°ad R 1) 7930000_PO2E_AC.docx 016 8:19AM  MS Office Word O... 23KB
llings @) 7930000_P03.DOCX 2015 1:41PM MS Office Word O... 20 KB
. Bozeman
Butte
. Glendive
GreatFalls
Hawre
Helena
@) Administration -

v [ROWConveyance Document F V]

oo ] |

Cancel ]

Browse to and select the desired conveyance document from the Draft Deeds share and then
select the Open button, as shown below.

p
Select Conveyance Document File

File name:

7930000_P02.DOCX

=)
OU | | « mdtshares » Helena » ROW » Draft-DeedsTEST » DISTRICT-1-MISSOULA » 7930000 v | 42 || search 7930000 P
Organize ¥ New folder =~ 0 @
18 mdthq 4 MName . Date modified Type Size
| dtsh
. m; ;ris @) 7930000_P01.DOCX 6/1/2015 10:05AM  MS Office Word O...
ata
PR = & 7930000 P02.00CX 8/12/2015 2:03 fice Word O...
. AppUpload = S T T
it 1] 7930000_P02E_AC.docx /2016 8:19, Waord O...
B' nas @ 7930000_P03.D0CX 2015 1:41 PM
v ozZeman
Butte
. Glendive
GreatFalls
Hawvre
Helena
@ Administration v

v [ROW‘Conveyance Document F v]

[ Open%J[ Cancel |
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View ROW Parcels Book Information

The program will return to the main form with the selected document file information displayed in
the Selected Parcel Conveyance Document Information section of the form, as shown
below.

B Manage ROW Parcel Documents (Version 1.0.0) =R

File Options Utilities Help

Current Book Information Exit
i
Book File: [C:\DGN\7930000ROPEDDDZ wpb Loadback 4'

District: [DISTRICT-1-MISSOULA Project |7930000 Build New Book
DMS Directory I?S3DUUU Units: |English

Manage Parcel Documents ] Print Parcel Exhibit Check Plots | Publish Parcel Documents ] Un-Publish Parcel Documents] Close Project Parcels ] Parcel Documents Status Information ]

Parcel Information Selected Parcel Convey Doc t Information:
Select Book Parcel Below: Document File Location [\imdthgimdtshares\Helena\ROWADraft-DeedsTEST\DISTRICT-1-MISSOULAY7I30000
Parcel-2_EASE ~|

I Document File Name:|7330000_P02.00CX
Parcel Status: %

Save Document
File

Delete Parcel I EditParcel I AddParcel(s) |

i~ Selected Parcel Exhibits Information:

—Edit Current Parcel Exhibits —Current Exhibits Page Information

Insert After Current Page I Design File Location: I

~urrent Page Design File Name: |

|
Current Page l Fence Coordinates
Reorder Pages [

Page | © of [ 3

< | 2
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Next, select the Save Document File button, as shown below, to save the selected document

file information as the conveyance document for the selected parcel.

File Options Utilities Help

District: ]DISTHICTJ-MISSDULA Project I?SSUUUU Build New Book

Current Book Information Exit
X1
Book File: [C:ADGNY7930000ROPEDDDZ mwiph Load Baok 4‘

DMS Directory [7930000 Units: [Engish
Manage Parcel Documents | Print Parcel Exhibit Check Plats | Publish Parcel Documents ] Un-Publish Parcel Documents | Close Project Parcels | Parcel Documents Status Information [
Parcel Information Selected Parcel Convey Doc t Information:
Select Book Parcel Below: Document File Location [\\mdthg\mdtshares\Helena\ROWADraft-DeedsTEST\DISTRICT-1-MISSOULAY7I30000
Raicel2 BASE E Document File Narme:[7930000_P02.D0CX
Parcel Status: | Remos Save Document .............. Tosct |
File i DocumentFile :

DeleleParcel‘ EditParcel | AddPalcel[s]‘

Page | © of | 3

A | =]

C sl 'Y _lParceIE I 1né.
Edit Current Parcel Exhibits Current Exhibits Page Information
Insert After Current Page ’ Design File Location: |
l Design File Name: I
Reorder Pages | —J

Manage ROW Parcel Documents (Version 1.0.0) | e(=) @

NN

A Save Current Parcel Conveyance Document Confirmation form will be displayed, as
shown below, prompting for confirmation of the save current parcel conveyance document
operation.

o )

Sawve Current Parcel Conveyance Document Confirmation &3

Are you sure you want to save the changes to the current parcel Conveyance
Document?

Yes MNa

Select the Yes button to complete the conveyance document save operation.

A Conveyance Document Info Saved confirmation form will be displayed, providing

notification that the conveyance document information has been saved to the current book, as

shown below.
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View ROW Parcels Book Information

=

Conveyance Document Info Saved

Conveyance Document information saved to parcel "Parcel-2_EASE" in book
"CADGNYTI30000ROPEDODZ.rivpb”,

oK

After selecting the OK button, the program will return to the main form.

To remove the conveyance document for a parcel the user can select the Remove Document
File button, as shown below.

Manage ROW Parcel Documents (Version 1.0.0) = ||~ =

File Options Utilities Help

Current Book Information

Book File: |C:ADGNA7930000ROPEDOD2. mupb

District: |DISTRICT-1-MISSOULA Project |7330000 Build New Book

Exit

DMS Directory [7930000 Units: [English
Manage Parcel Documents ] Print Parcel Exhibit Check Plats | Publish Parcel Documents ] Un-Publish Parcel Documents | Close Project Parcels ] Parcel Documents Status Information ]

Parcel Information Selected Parcel Convey Doc t Information:

SelectBook Parcel Below: Document File Location [\smdthgimdtshares\Helena\ROWADraftDeedsTESTADISTRICT-1-MISSOULAA7I30000

Racez EASE E Document File Narme:[7930000_P02.D0CX

Parcel Status: | Remove Save Document Select

Documsat File File Document Fle

g

DeleleParceI‘ EditParcel | AddPalcel[s]I

Selected Parcel E xhibits Information:

Edit Current Parcel Exhibits Current Ezhibits Page Information

Insert After Current Page I Design File Location: |

|
|
|

Reorder Pages

Page | © of | 3

K5 [ =]

A Delete Current Parcel Conveyance Document File Confirmation form will be displayed,
as shown below, prompting for confirmation of the delete current parcel conveyance document
file operation.
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o~ ™

Delete Current Conveyance Document Information Confirmation P

Are you sure you want to delete the current Conveyance Document information?

Yes Mo

Select the Yes button to complete the conveyance document deletion operation.

A Conveyance Document Info Deleted confirmation form will be displayed, providing
notification that the conveyance document information has been saved to the current book, as
shown below.

s =

Conveyance Document Info Deleted

Conwveyance Document information deleted from parcel "Parcel-2_EASE" in book
"CADGNYT930000ROPEDODZ.rvvp b,

oK

After selecting the OK button, the program will return to the main form with the information for
the current parcel updated to show no conveyance document, as shown below.
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-

8% Manage ROW Parcel Documents (Version 1.0.0) E]@

File Options Utilities Help

[~ Current Book Information .
. Exit
Book File: [C\DGNY7930000ROPEDO0Z rwpb LoadEuok —J

District: IDISTRICT-1-MISSDULA Project ]7930000 Build New Book
DMS Directory |?93DDUD Units: IEninsh

Manage Parcel Documents l Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents ] Close Project Parcels | Parcel Documents Status Information ]

Parcel Information Selected Parcel Convey D t Information:
Select Book Parcel Below: Document File Location |
Parcel-2_EASE ~|

Document File Name: |

Parcel Status: | 5 <
Remo Save Document

Docume

e File

DeleteParcel |  EditParcel | AddParcel(s) |

i~ Selected Parcel Exhibits Information:

—Edit Current Parcel Exhibits —Current Ezhibits Page Information
Insert After Current Page ] Design File Location: |
Save Current Page l Design File Name: |
Delete Current Page I —Fence Coordinates = - Select Exhibg
Reorder Pages I H Design File

_ =

Page | © of | 3

ET ol

NS
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10. Printing Check Plots

To user can use the Print Parcel Exhibit Check Plots tab to get check plot prints.

To start the process of getting parcel exhibit check plots first select the Print Parcel Exhibit
Check Plots tab on the main form, as shown below.

Manage ROW Parcel Documents (Version 1.0.0)
File Options Utilities Help

Current Book Information

Book File: |C:ADGNA7930000ROPEDOD2. mupb

District: IDISTRICT-1-MISSDULA

Project |7930000

DMS Directory 7330000

Parcel Information
SelectBook Parcel Below:
Parcel-2_EASE ~|

Parcel Status: |

DeleteParcel |  EditParcel | AddParcel(s) |

Selected Parcel E xhibits Inf 4+

Units: |English

Selected Parcel Con

2 4

Doc t Information:

=3 EoR =<

Load Book Ex

Build New Book

Manage Parcel Documents ] Print Parcel Exhihiﬁheck Plats | Publish Parcel Documents | Un-Publish Parcel Documents [ Close Project Parcels ] Parcel Documents Status Information ]

Document File Location |

Document File Name:l

Edit Current Parcel Exhibits Current Exhibits Page Information

Select
Document File

Insert After Current Page l Design File Location: |

Design File Name: I

]
’ Fence Coordinates
|

Reorder Pages

Page | 0 of | 3

| s

£ [ 2l
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The Print Parcel Exhibit Check Plots tab will be displayed, as shown below.

m Manage ROW Parcel Documents (Version 1.0.0)

N =8 HEH 5
File Options Utilities Help
Current Book Information 5
} Exit
Book File: [C:\DGNA7930000ROPEDO0Z.rwpb LoadBook
District: IDISTHICT-‘I -MISSOULA Project I?EBDEIUIJ Build New Book
DMS Directory ]?93[10[]0 Units: |English
Manage Parcel Documents  Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels | Parcel Documents Status Information |
Select Parcel(s) to Print Exhibit Check Plots For from Available Parcels Below: Select Printer to Print Check Plots to Below:
AllParcels With Exhibit Pages In B ook: Selected Printer
Parcel-1_ACO
Parcel-1_EASE [SAmisnt1smisdpl Select Printer
Parcel-2_EASE
[\misnt! \misdpl Chanop ebuk
Note:
Check Plots Can Only Be Created For Parcels With Exhibit Pages.
Z

The steps to perform to print exhibit check plots for parcels is as follows:

First, select the printer for the check plot prints to be printed to using the Select Printer button.

Next, select the parcel(s) to be printed in the list of parcels with exhibit pages under the A//
Parcels With Exhibit Pages In Book: |abel.

Finally, select the Print Exhibit Check Plots For Selected Parcel(s) button to submit the
request for the printed exhibit check plots, as shown below.

66



View ROW Parcels Book Information

8% Manage ROW Parcel Documents (Version 1.0.0) =)

File Options Utilities Help

‘Current Book Information .
} Exit
Book File: [CADGNY7330000ROPEDO0Z.wpb LoadBook —}
Distriet: [DISTRICT-1MISSOULA Project [7930000 BuildNewBook

DMS Directory |7330000 Units: |English
Manage Parcel Documents  Print Parcel Eshibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels | Parcel Dacuments Status Information |

Select Parcel(s) to Print Exhibit Check Plots For from Available Parcels Below: —Select Printer to Print Check Plots to B elow:

AllParcels With Exhibit Pages In B ook: Selected Printer

Parcel-1 ACO — i

Parcel-1 EASE |\\mdtpnnt1 \isd7pr Select Printer

Parcel-2 EASE

[\Smisnt\misdpl Chenge ek
Print Exhibit Check Plots
For Seleclﬁg Parcelfs)
Note:
Check Plots Can Only Be Created For Parcels With Exhibit Pages.
Y

A View ROW Parcel Documents Update Queue Requests form will be displayed, as show
below.

. .
Bt View ROWY Parcel Documents Update Queue Requests =]
q

ROW Parcel Documents Update Requests As Of 03-Apr-2016 22:31:21
““““ 0791223120 = 03-4pr-2016 22:31:21

Close

(On\\MDTHQMTTES TA\APPDATA\ROWPARCELDOCSREQ Queue)

Note: Current user's requests are bracketed by astericks ™).

A

The request will be processed by the Network Batch Plotters and the plots will be printed to the
selected printer.

Click the Close button to close the form, returning to the main form.
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11. Publish Parcel Documents

Once the parcel documents have been completed and checked, the user can use the Publish
Parcel Documents tab to publish the parcel document, making them available for Right-of-Way
staff to access the documents.

To start the process of publishing parcels first select the Publish Parcel Documents tab on the
main form, as shown below.

B Manage ROW Parcel Documents (Version 1.0.0) on||=E
File Options Utilities Help
Current Book Information 5
] Exit
Book File: [C:\DGN\7930000ROPEDODZ.rwpb LoadBook

District: ]DISTRIETJ-MISSUULA Project l?SBDUUO Build New Book
DMS Directory ]?930000 Units: |English

Manage Parcel Documents ] Print Parcel Exhibit Check Plots | Publish Parcel Dt§uments | Un-Publish Parcel Documents | Close Project Parcels | Parcel Documents Status Information |

Parcel Information Selected Parcel Conveyance D ocument Information:
SelectBook Parcel B elow: Document File Location |
Parcel-2_EASE ':J Document File Name: |
ParcelStatus: | Remove yve Documen Select
Document Fie

Delete Parcel | EditParcel ] AddParcel(s) |

Selected Parcel Exhibits Information:

Edit Current Parcel Exhibits Current Exhibits Page Informabon

Insert After Current Page ] Design File Location: I

|
|
|

Design File Name: |

Reorder Pages

Page | 0 of | 3

< | 2l

The Publish Parcel Documents tab will be displayed, as shown below.
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-

Manage ROW Parcel Documents (Version 1.0.0) = ||~ =
File Options Utilities Help

Current Book Information

} Exit
Book File: [C:\DGN\7930000R0PEDO0Z rwpb LoadBook

District: IDISTRICT-‘I-MISSDULA

Project |7930000 Build New Book
DMS Directory ]TS3DUUD Units: |English

Manage Parcel Documents | Print Parcel Exhibit Check Plats ~ Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels | Parcel Dacuments Status Information |

Select Parcel(s) to Publish from Available Parcels Below:

Un-Published Parcels:
Parcel-1_ACQ
Parcel-1_EASE
Parcel-2_EASE

Note:
Publishing Automatically Archives Previously Published Documents.

The steps to perform to publish parcels are as follows:

First, select the parcel(s) to be published in the list of un-published parcels under the Un-
Published Parcels: |abel.

Next, select the Publish Documents For Selected Parcel(s) button to submit the request to
publish the parcel documents, as shown below.
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-
E Manage ROW Parcel Documents (ersion 1.0.0)
File Options Utilities Help

=
“Current Book Information 3
} Exit
Book File: [C:\DGNY7930000ROPEDQ02.wpb LoadBook ‘
District: [DISTRICT-1-MISSOULA Project [7930000
DMS Directory |7330000

Build New Book
Units: |English

Select Parcel(s) to Publish from Available Parcels Below:

Manage Parcel Documents | Print Parcel Eshibit Check Plots ~ Publish Parcel Documents l Un-Publish Parcel Documents | Close Project Parcels | Parcel Documents Status Information |
Un-Published Parcels:

Publish Documents For
Selected P{ w:]
Parcel-1_ACO
Parcel-1_EASE
Parcel-2_EASE Note:

Publishing Automatically Archives Previously Published Documents.

A View ROW Parcel Documents Update Queue Requests form will be displayed, as show
below.

p
View ROW Parcel Documents Update Queue Requests E]@
ROW Parcel Documents Update Requests As Of 03-Apr-2016 22-47:24
““““ 0791223120 03-Apr-2016 22:31:21
0791224724 = 03-Apr-2016  22:47:25

xxxxx

Close

(On\\MDTHQMTTES TA\APPDATA\ROWPARCELDOCSREQ Queue)

Note: Current user's requests are bracketed by astericks ™).

A

The request will be processed by the Network Batch Plotters and the Parcel Exhibit plot and PDF
files will be created and published and the conveyance document will be published.

Click the Close button to close the form.
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If the “Prompt To Send Email Notifications” option is checked on in the User Options, a Send
Publication Notification? form will be displayed, prompting to select whether or not to send an
e-mail notification, as shown below.

o~ =)

Send Publication Notification? b4

Parcel Publication Request was created, do you want to send an e-mail
notification?

Yes MNa

If Yes is selected, a new outlook e-mail message will be initialized with the Subject and body
containing Parcel Publication notification information, ready for the user to complete and send, as
shown below.

ExIN™| = Parcels being Published for Project 7930000 - Message (HTML) B R
i File ‘ Message Insert Options Format Text Review @D @
S= ) TimesNewRoman v 12 v AT AT 358 @I ] Attach File ¥ Follow Up ~ (®)
j a2 B I U iE iE ! 0 sttach item ~ ¥ High Importance \
Paste Address Check 2 Zoom
- J|®~-A- ) Book Names L2k Signature v | @ LowImportance
,';.I,‘E'E',',:'Efg_i Mames | Ihclude | Tags % | ,Z‘f'v'f'ﬂ?_,,‘
Ta..
=
=1 .
Send - - - —
Subject: Parcels being Published for Project 7930000

For Project 7330000 the Following Parcels Are Being Published:

Parcel-1_ACQ
Parcel-1_EASE |

Click the Close button to close the form, returning to the main form.
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12. Un-Publish Parcel Documents

After parcel documents have been published it may be necessary to make modifications. Before
making modifications the parcels will need to be un-published as the published documents are no
longer valid and the published conveyance document file must be returned to its original Draft
Deeds location.

To start the process of un-publishing parcels first select the Un-Publish Parcel Documents tab
on the main form, as shown below.

-

E Manage ROW Parcel Documents (Version 1.0.0) o= @

File Options Utilities Help

Current Book Information .
} Exit
Book File: ]C:'\DGN\?SSDDUUHDPEDUDZ.rwpb LoadBook
District: ]DISTHICT-‘I -MISSOULA Project |793UUUU Build New Book

DMS Directory ]?SSUOUD Units: |English

Manage Parcel Documents | Print Parcel Exhibit Check Plats | Publish Parcel Documents | Un-Publish Parcel Do%ments | Close Project Parcels | Paicel Documents Status Information |
Parcel Information Selected Parcel Convey Doc t Information:
Select Book Parcel B elow:

Document File Location |

Parcel-2_EASE v
el —J Document File Name:l

P, | Stat:
arcel Status: | Suindt
Document Fie

DeleteParcel |  EditParcel | AddParcel(s) J

Selected Parcel Exhibits Inf
Edit Current Parcel Exhibits Current Exhibits Page Information
Insert After Current Page ’ Design File Location: |

Design File Name: |

l
let renth l Fence Coordinate e ‘

Page | © of | 3

«d | £

The Un-publish Parcel Documents tab will be displayed, as shown below.
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File Options Utilities Help

Current Book Information .
} Exit
Book File: [C:ADGNA\7930000ROPEDDOZ iph Load Baok 4'

District: ]DISTRICT-‘I-MISSDULA Project [7930000 Build New Book
DMS Directory ]TS3DUUD Units: |English

Manage Parcel Documents | Print Parcel Exhibit Check Plots | Publish Parcel Documents — Un-Publish Parcel Documents | Close Project Parcels | Parcel Dacuments Status Information |

Select Parcel(s) to Un-Publish from Available Parcels Below:

Published Parcels:

Parcel1_ACO
Parcel1_EASE

Note:
Un-Publishing Retums Conveyance Document To Draft Deed Location
and Archives Previously Published Documents.

The steps to perform to un-publish parcels are as follows:

First, select the parcel(s) to be un-published in the list of published parcels under the Published
Parcels: |abel.

Next, select the Un-publish Documents For Selected Parcel(s) button to submit the request
to un-publish the parcel documents, as shown below.
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File Options Utilities Help

‘Current Book Information .
} Exit
Book File: [C:ADGNA\7930000ROPEDDOZ iph LoadBook —l

District: |DISTRICT-1-MISSOULA Project ]7930000 Build New Book
DMS Directory |?93DDUD Units: |Eng|ish

Manage Parcel Documents | Print Parcel Exhibit Check Plots | Publish Parcel Documents ~ Un-Publish Parcel Documents I Close Project Parcels | Parcel Documents Status Information |

Select Parcel(s) to Un-Publish from Available Parcels Below:
Published Parcels:

Parcel-1_ACO
Parcel-1 EASE

Un-Publish D ocuments For
Seleclef{’ace[s]

Note:

Un-Publishing Retums Conveyance Document To Draft Deed Location
and Archives Previously Published Documents.

A View ROW Parcel Documents Update Queue Requests form will be displayed, as show
below.

p
E View ROW Parcel Documents Update Queue Requests E]@

ROW Parcel Documents Update Requests As Of 03-Apr-2016 23:13:28

““““ U0731223120 = 03-Apr-2016  22:31:21
***** U0731224724 = 03-Apr-2016  22:47:25
***** U0731231328 = 03-Apr-2016  23:13:29

Close

(On\\MDTHQMTTES TA\APPDATA\ROWPARCELDOCSREQ Queue)

Note: Current user's requests are bracketed by astericks ™).

A

The request will be processed by the Network Batch Plotters and the Parcel Exhibit plot and PDF
files will be archived and the conveyance document will be archived and returned to the its
original Draft Deeds location.

Click the Close button to close the form.
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If the “Prompt To Send Email Notifications” option is checked on in the User Options, a Send Un-
publication Notification? form will be displayed, prompting to select whether or not to send an
e-mail notification, as shown below.

pr.

Send Un-Publication Notification? 23

Parcel Un-Publication Request was created, do you want to send an e-mail
notification?

Yes MNa

If Yes is selected, a new outlook e-mail message will be initialized with the Subject and body
containing Parcel Un-publication notification information, ready for the user to complete and send,
as shown below.

EEIN™ | . & |< Parcels being Un-Published for Project 7930000 - Message (HTML) B R
| File l Message Insert Options Format Text Rewiew (A @
=0 ; = * A" A g‘.iﬂ gJé@J | Attach File ¥ Follow Up ~
j y | B 7 U = = iE iE ) 0 sttach item ~ ¥ High Importance
Paste by AR Ore ot Address Check S
D = = = ¥ Book MNames 2% Sighature ~ § LowImportance
Clipboard & Basic Text Mames Include Tags «| Zoom
To.. |
B CEhy
Send

Subject: Parcels being Un-Published for Project 7930000

For Project 7930000 the Following Parcels Are Being Un-Published:

Parcel-1_ACQ
Parcel-1_EASE
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13. Close Parcel Documents

After parcel documents have been published for all of the parcels in the project and the project is

completed the parcel documents will need to be closed.

To start the process of closing parcels first select the Close Project Parcels tab on the main

form, as shown below.

Manage ROW Parcel Documents (Version 1.0.0)
File Options Utilities Help

E= BOR =X

Load Book Ext
Build New Book

Document File Name: |

ParcelStatus: |Published

Edit and Delete NotAllowed For Parcels
With Published Or ClosedD ocuments.

Current Book Information
Book File: ]C:\DGN\793UUDURDPEDUDZ.rwpb
District: |DISTRICT-1-MISSOULA Project 7330000
DMS Directory [793000(] Units: [English
Manage Parcel Documents | Print Parcel Exhibit Check Plats | Publish Parcel Documents | Un-Publish Parcel Documents | Close Pro]eﬁ}Parcels | Parcel Documents Status Information |
Parcel Information Selected Parcel Convey Doc t Information:
SelectBook Parcel Below: Document File Location |
Parcel-2_EASE L]

Select
Document Fie

| | dit Parcel AddParcel(s) |
Selected Parcel E xhibits Information:
Edit Current Parcel E xhibits Current Ezhibits Page Information
Insert After Current Page I Design File Location: |

Desian File Name: |

Reorder Pages

|
l Fence Coordinate
|

Page | © of [ 3

A | =

=

The Close Project Parcels tab will be displayed, as shown below.
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Manage ROW Parcel Documents (Version 1.0.0) = ||~ = @

File Options Utilities Help

Current Book Information .
} Exit
Book File: ]C:\DGN\?93DUDUHDPEDUDZ.rwpb LoadBook
District: ]DISTHICT-‘I -MISSOULA Project [7930000 Build New Book

DMS Directory |7330000 Units: [English
Manage Parcel Documents | Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents  Close Project Parcels | Parcel Documents Status Information |
Closing The Project Parcels Requires All Parcels Be In the Published List Below:
Published Parcels: Un-Published Parcels: lose The Project Farcels ‘
Parcel-2_EASE Parcel-1_ACO
Parcel-1_EASE
Note:
All Parcels Must Be Published
Before the Project Parcels
Can Be Closed.
Note:
Closing Deletes All of the ProjectParcel Folders from the Published Location, Deleting All Sub-folders and Documents.
%

All parcel folders must be published before the project parcels can be closed. Hence, in the

example above the Close The Project Parcels button is disabled as two parcels in the project
are currently un-published.

Once all parcels have been published for a project the Close Project Parcels tab display shows all

parcels in the Published Parcels: list and the Close the Project Parcel button is enabled, as
shown below.
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-
E Manage ROW Parcel Documents (ersion 1.0.0)
File Options Utilities Help

‘Current Book Information

= BOR ==

Book File: IC: \DGNA7930000R0OPEDODZ.rpb

District: |DISTRICT-1-MISSOULA

Load Book Ex

Project |7330000

DMS Directory |7330000

Units: |English

Manage Parcel Documents | Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents  Close Project Parcels I Parcel Documents Status Information |

-Closing The Project Parcels Requires All Parcels Be In the Published List Below:

Build New Book

Published Parcels: Un-Published Parcels Close The Project Parcels
Parcel-1_ACO
Parcel-1_EASE
Parcel-2_EASE Note:
All Parcels Must Be Published
Before the Project Parcels
Can Be Closed.
Note:

Closing Deletes All ofthe ProjectParcel Folders from the Published Location, Deleting All Sub-folders and Documents.

NS

as shown below.

Select the Close the Project Parcels button to submit the request to close the project parcels,
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File Options Utilities Help

Current Book Information

} Exit
Book File: [C:\DGN\7930000R0PEDO0Z rwpb LoadBook l

District: [DISTHICT-1-MISSDULA

Project 17930000 Build New Book
DMS Directory [TS3DUUD Units: |English

Manage Parcel Documents | Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents  Close Project Parcels | Parcel Documents Status Information |

Closing The Project Parcels Requires All Parcels Be In the Published List Below:
Published Parcels: Un-Published Parcels: Close The Project Parcels ‘
Parcel1_ACO [
Parcel-1_EASE
Parcel-2_EASE Note:
All Parcels Must Be Published
Before the Project Parcels
Can Be Closed.
Note:
Closing Deletes All ofthe ProjectParcel Folders from the Published Location, Deleting All Sub-folders and Documents.
Y

A View ROW Parcel Documents Update Queue Requests form will be displayed, as show
below.

g
E Wiew ROW Parcel Documents Update Queue Requests o=

ROW Parcel Documents Update Requests As Of 03-Apr-2016 23:13:28

e 0791223120 03-Apr-2016  22:31:21
e 0791224724 03-Apr-2016  22:47:25

e 0791231328 03-Apr-2016  23:13:29

Close

(On\\MDTHQMTTES TA\APPDATA\ROWPARCELDOCSREQ Queue)

Note: Current user's requests are bracketed by astericks ™).

A

The request will be processed by the Network Batch Plotters and the Project Parcels will be
closed.

Click the Close button to close the form.
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If the “Prompt To Send Email Notifications” option is checked on in the User Options, a Send

Close Notification? form will be displayed, prompting to select whether or not to send an e-mail
notification, as shown below.

i~

Send Close Notification? '

Parcel Close Request was created, do you want to send an e-mail notification?

Yes Mo

If Yes is selected, a new outlook e-mail message will be initialized with the Subject and body

containing Project Parcels Closure notification information, ready for the user to complete and
send, as shown below.

ExIN™| = Parcels being Closed for Project 7930000 - Message (HTML) B R
| File ‘ Message Insert Options Format Text Review @D @
- * A A 3‘-5& %{q] Attach File ¥ Follow Up ~
32| B I U Swie= iE iE ! 0 sttach item ~ ¥ High Importance
Paste b A i o Address Check i
o J = \ B S| Book Names | L% Signature ~ § LowImportance
,';.I,‘E'E',',:'Efg_i §71:1[‘:7Te,-1: | Mames | Ihclude | Tags y '72‘7:"';@_“
To.. |
=
=1 Eci
Send - - —
Subject: Parcels being Closed for Project 7930000
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14. View Parcel Documents Status Information

At any time during the Parcel Document processing process users can view the status of all
parcels using the Parcel Documents Status Information tab.

To start the process of viewing parcel status information first select the Parcel Documents
Status Information tab on the main form, as shown below.

File Options Utilities Help

Current Book Information Exit
X
Book File: [C:ADGNA7930000ROPEDO0Z pb LoadBook 4l
District: |DISTRICT-1-MISSOULA Project 7330000 BuildNewBook

DMS Directory l793DUDU Units: |English
Manage Parcel Documents | Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels | Parcel Docum%ts Status Information |

Parcel Information Selected Parcel Convey Doc t Information:
Select Book Parcel Below: Document File Location |

Parcel-2_EASE v

SLhs ‘] Document File Name: |
Parcel Status: |Published o . Doct Select
Edit and Delete NotAllowed For Parcels Fof CFile |
With Published Or ClosedD ocuments. Decusenfh

arcel | EditParcel | AddParcelfs) |

Selected Parcel E xhibits Information:

Edit Current Parcel E xhibits Current Ezhibits Page Information

Insert After Current Page I Design File Location: |

Desian File Name: |

Reorder Pages

|
l Fence Coordinate
|

Page | © of [ 3

A | =

Manage ROW Parcel Documents (Version 1.0.0) || == @I

=
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The Parcel Documents Status Information tab will be displayed, as shown below.

lo] @l

Manage ROW Parcel Documents (Wersion 1.0.0)
File Options Utilities Help
[~ Current Book Information 5
} Exit
Book File: [C:\DGN\7930000ROPEDO0Z.rwpb LoadBook l
Project ]7330000 BuildNew Book
Units: lEninsh

Manage Parcel Documents | Print Parcel Exhibit Check Plots | Publish Parcel Documents ] Un-Publish Parcel Documents] Close Project Parcels | Parcel Documents Status Information i

District: [DISTRICT-1-MISSOULA

DMS Directory 7330000

Parcel ID | No. of Exhibit Pages I Conveyance Document File ] Status I Status Date |
Parcel-1_aC0O 4 7930000_P01.D0OCX UnPublished 04-03-2016
Parcel-1_EASE 3 7930000_P02.00CX UnPublished 04-03-2016
Parcel-2_EASE 3 Published 04-03-2016

As shown above, for all of the parcels in the book the Parcel ID, number of Exhibit page,
Conveyance Document File, Status and Date of Status change are displayed.
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15. Setting or Changing Default User Options

To set or change the Default Printer or Default District user options select the Options menu >
User Options sub-item, as shown below.

Manage ROW Parcel Documents (Wersion 1.0.0) = || ==
File Utilities  Help

Cl User Options

Book File: | Load Book Exx
District: | Project | BuildNew Book

DMS Directory ] Units:

Manage Parcel Documents ] Print Parcel Exhibit Check Plats | Publish Parcel Documents ] Un-Publish Parcel Documents | Close Project Parcels ] Parcel Documents Status Information |
Parcel Information Selected Parcel Conveyance D ocument Information:
Select Book Parcel Below: Document File L ocation [

Document File Name: I

Parcel Status: |

Selected Parcel E xhibits Inf

Edit Current Parcel Exhibits Current Exhibits Page Information

Design File Location: |

Design File Name: I

Fence Coordinate

r

The User Options form wi[l be displayed, as shown below.

User Options
Default Printer: Saloct
I'\\misnﬂ \misdpl Printer
Default District:

[M issoula _v_]

V¥ Prompt Before Making Changes

[V Prompt To Send Email Notifications

oK | Cancel |

The current Default Printer is displayed in the Default Printer: text box (in this example the
Default Printer is \\misnt1\mis4pl).
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The current Default District is shown in the Default District: dropdown list (in this example the
default district is Missoula).

The current Prompt Before Making Changes and Prompt To Send Email Notifications options are
also shown on the form. In this example both the Prompt Before Making Changes and
Prompt To Send Email Notifications options are selected.

To change the Default Printer select the Select Printer button as shown below.

=

User Options
Default Printer: Select
[\smisnt Smisdpl PmL\«
Default District:
|Missoula l.l

[V Prompt Before Making Changes

[V Prompt To Send Email Notifications

0K I Cancel |

Note: Options that are checked are turned on.
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The Choose From Approved ROW Plotters Listed Below form will be displayed as shown

below.

Setting or Changing Default User Options

e

Choose From Approved ROW Plotters Listed Below I || == [é]
Select Plotter -
" Missoula [District 1) [\misntlsmisdpl — ~|
" Butte [District 2) [\Sbutnt\butépl |
" Great Falls [Distict 3] [\t gt4pl |
" Glendive [District 4) l “\gldnt1\gldEpl _~]
" Bilings (District 5) [\blanti\blg3pl |
" Helena l"-"'-.n‘ldtp( int1 s rowapr _f_l
Cancel
Selected Plotter {Ssmiisnt] SeisOpr
A
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Next, select the District for the desired printer, as shown below (in this example the Butte (District
2) option has been selected).

€ Missoula (District 1) [WmisntT\mislpr _~ |
@ Butte (District 2) [NoutntToutépl +|
C GreatFalls (District3) [Ngfiiafidel  +|
C Glendive (District4)  [Vgldrt1\gldépl _~]
" Billings (District 5) [Nbignt1blg3pl  +]
" Helena [Wmdtprint T\rowspr _~ |

Selected Plotter I\\butnt 1\but6pl

Next, select the desired printer from the dropdown list next to the selected district as shown
below (in this example the \\butnt1\but3pl printer is being selected).

s el
APP ;

" Missoula (District 1) I'-\\m|snt1\mis&3r - I

(% Butte (District 2) \butrit 1\but6pl v

\\butnt 1\but6pl
" Great Falls (District 3)

" Glendive (District 4) I"\‘-glme\gIdSpI -]
" Billings (District 5) |\‘~b|gm1\.b|g3p| .]

" Helena I'\'\mdtprimTvo»\'Spr vl

Selected Plotter "\\butnt 1\but6pl

88



Setting or Changing Default User Options

After selecting the desired printer, the selected printer will be displayed in the Selected Printer
text box, as shown beIo.

" Missoula (District 1) \\misnt 1\misOpr

@ Butte (District2) [Noutrtbut3ol ~]
 GreatFalls (District3) [Vafntl\atidol <]
" Glendive (District4)  [\gdnti\ideol  ~|
" Billings (District 5) [Cbigntblg3pl  +]

" Helena \\mdtprint1\row8pr ~

Selected Plotier \\butnt 1\but3pl

Next, select the OK button as shown above to complete the default plotter selection process. The
form will close and the new default printer will be displayed in the User Options form as shown
below.

= =

User Options
Default Printer: Select
[Ssbutnt] \but3pl Printer
Default District:
| Missoula L]

[V Prompt Before Making Changes

¥ Prompt To Send Email Notifications

0K ' Cancel I
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To change the Default District select the desired district from the Default District dropdown list, as
shown below (in this example the Butte district item is being selected form the dropdown).

User Options
Default Printer: Select
[Ssbutnt! \but3p! Printer
Default District:
[Missaua) |

Missoula

Great Falls
Glendive
Billings

0K | Cancel |

After selecting the desired district from the Default District dropdown list the selected item will be
displayed in the dropdown list, as shown below.
User Options

Default Printer: Select
[S5butnt] \but3p! Printer
Default District:

~

|B utte]

[V Prompt Before Making Changes

[V Prompt To Send Email Notifications

oK | Cancel

To change the Prompt Before Making Changes option click on the item, as shown below.

User Options
Default Printer: Salect
[Ssbutnt1but3pl Printer
Default District:
[Butte

[\ Prompt Before Making Changes

[V Prompt To Send Email Notifications

0K | Cancel

EJp
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After changing the Prompt Before Making Changes option the changed selection is displayed
as shown below.

User Options
Default Printer: Salect
I'\\butnﬂ Sbut3pl Printer
Default District:
IButte _v_]

™ Prompt Before Making Changes

[V Prompt To Send Email Notifications

oK | Cancel |

To change the Prompt To Send Email Notifications option click on the item, as shown below.

User Options
Default Printer: Select
[S5butnt! \but3pl Printer
Default District:
IButte

[ Prompt Before Making Changes
F—%Prompt To Send Email Notifications

0K | Cancel

After changing the Prompt To Send Email Notifications option the changed selection is
displayed as shown below.

18

User Options
Default Printer: Select
[Ssbutnt] \but3pl Printer
Default District:
IButte

™ Prompt Before Making Changes

[~ Prompt To Send Email Notifications

0K | Cancel

EJp
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Select the OK button, as shown below, to complete the Default Printer and/or Default District
and/or Prompt Before Making Changes and/or Prompt To Send Email Notifications User Options
selection process.

~

User Options
Default Printer: Select
[\Sbutnt1ybut3pl Printer
Default District:
[B utte LJ

[™ Prompt Before Making Changes

I~ Prompt To Send Email Notifications

DKD | Cancel |

The User Options form will close and the main form will be displayed. The new user options will
be used for all future operations.
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16. Viewing Request Queue Requests

The ROW Parcel Documents Updates Request Queue can be viewed to check for requests in the
queue.

To check for requests select the Utilities menu > View ROW Parcel Docs Update Requests
sub-item, as shown below.

File Options | Utilities | Help
Miew RO\Earcel Docs Update Requests

Book Fi List ROW Phrcels Book Parcels Conveyance Document and Exhibit Pages Load Book i

District: ] Project l Build New Book
DMS Directory | Units:

Manage Parcel Documents ] Print Parcel Exhibit Check Plots | Publish Parcel Documents ] Un-Publish Parcel Documents | Close Project Parcels ] Parcel Documents Status Information ]

Current Bool

Parcel Informaton Selected Parcel Conveyance D ocument Informationc

Select Book Parcel Below: Dacument File Location |

—J Document File Name: |

Parcel Status: I

Selected Parcel Exhibits Information:

Edit Current Parcel E xhibits Current Ezhibits Page Information

Design File Location: I

Fence Coordinates

I_ K r
Page | of | , |

kB i

] Design File Name: |
|
|

Manage ROW Parcel Documents (Version 1.0.0) (==

The View ROW Parcel Documents Update Queue Requests form will be displayed, as shown
below.

93




Manage ROW Parcel Documents User's Manual

. -
E Wiew ROW Parcel Documents Update Queue Requests = |[-@

ROW Parcel D ts Update Requests As Of 04-Apr-2016 01:09.57

“““ uo7g1223120 = 03-4pr2016  22.31:21

***** U0791224724 = 03-4pr-2016  22:47:25

e 110791231328 03-4pr2016 23:13:29

e 110791234155 o 03-4pr-2016  23:41:55

e 110791235939 03-4pr2016  23:53:40

”””” U0731000053 04-4pr-2016  00:00:53

**** U0731000133 04-4pr-2016  00:01:33
e 110791001018 = 04-4pr-2016  00:10:18

0791004317 o 04-4pr-2016  00:43:11

Close

(On\\MDTHQMTTES TA\APPDATA\ROWPARCELDOCSREQ Queue)

Note: Current user’s requests are bracketed by astericks ().

4

The logged in user’s requests are bracketed by asterisks to make it easier to find the user’s
requests.

Select the Close button to close the form.
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17. List ROW Parcels Book Parcels Conveyance Document and
Exhibit Pages Information

The ROW Parcels Book Parcels Conveyance Document and Exhibit Pages Information can be listed
to help with working with parcel documents.

To list the ROW Parcels Book parcels conveyance document and exhibit pages information select
the Utilities menu > List ROW Parcels Book Parcels Conveyance Document and Exhibit
Pages Information sub-item, as shown below.

EManage ROW Parcel Documents (Mersion 1.0.0) || == @
File Options Help

Current Bool View ROV Parcel Docs Update Requests

Book Fi List ROWY Parcels BooI}Parcels Conveyance Document and Exhibit Pages LoadBook s
District: |DISTRICT-1-MISSOULA Project |7930000 Build New Book

DMS Directory ]7930000 Units: |English

Manage Parcel Documents | Print Parcel Exhibit Check Plots | Publish Parcel Documents | Un-Publish Parcel Documents | Close Project Parcels | Parcel Documents Status Information |
Parcel Information Selected Parcel Convey Doc t Information:
SelectBook Parcel Below: = Document File Location [\\mdthgimdtshares\Helena\ROWADraftDeedsTESTADISTRICT-1-MISSOULAA 730000
Parcel-1_aACQ v

Document File Name: |793DUDU_PU1 DOCX

P I Stat: UnPublished
SIEE 2 R I Remove Save Document Select

Document Fle File Document Fie

DeleleParcelI EditParcel l AddPalcel[s]]

Selected Parcel E xhibits Information:

Edit Current Parcel E xhibits Current Ezhibits Page Information

Insert After Current Page | Design File Location: |

Desian File Name: |

l

t irrent Pe l Fence Coordinate E;
I -
e e

Page | O of [ 4 |

CE I ¥

N
Ny

The book information is written to a text file and opened in Notepad, as shown below.
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| 7930000ROPED002-RY/PB.Ist - Notepad =
File Edit Format ‘iew Help
fnformation Listing For Right-of-way Parcels Book - C:\DGN\7330000ROPEDQ0Z.rwph -

For Parcel Parcel-1_acCq:
Conveyance Document File: “\mdthg\mdtshares\Helena\ROW\Draft-DeedsTEST\DISTRICT-1-MISSOULAN7930000%7930000_POL. DOCX
Exhibit Page Information:

Page File Name sheet #

7930000ROTTLOOL_P4.DGN

2, 7930000ROEXHO0L_P1. DGN

3 7930000ROEXHO0L_P1. DGN

4 7930000ROEXHO0L_PL1. DGN

e
WN

For Parcel Parcel-1_EASE:
Conveyance Document File: “\\mdthgymdtshares\Helena\ROwW\Draft-DeedsTEST\DISTRICT-1-MISSOULAN7930000\7930000_P02.DOCX
Exhibit Page Information:

Page File Name Sheet #
1 7930000ROEXHO0L_P2. DGN 1
2 7930000ROEXHO0L_P2. DGN 2
3 7930000ROEXHO0L_P2. DGN 3

For Parcel Parcel-2_EASE: .
Conveyance Document File:
Exhibit Page Information:

Page File Name Sheet #
1 7930000ROEXHO01_P3. DGN 1
2 7930000ROEXHO0L_P3. DGN 2
3 7930000ROEXHO0L_P3. DGN 3

The text file is saved in the C:\Dgn folder with the name displayed at the top of the Notepad
form.
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18. Viewing Information About The Program

To view information about the program, including Support contact information select the Help
menu > About Manage ROW Parcel Documents sub-item, as shown below.

Manage ROW Parcel Documents (Version 1.0.0) on||=E)
File Options Utilities

Current Book Informati About Manage[%OW Parcel Documents

: ‘ Exit
Book File: [CADGI View Users Manual Load Book X
District: |DISTRICT-1-MISSOULA Project |7930000 BuildNew Book

DMS Directory [7930000 Units: [English
Manage Parcel Documents ] Print Parcel Exhibit Check Plats | Publish Parcel Documents ] Un-Publish Parcel Documents | Close Project Parcels ] Parcel Documents Status Information ]
Parcel Information Selected Parcel Convey Doc t Information:
SelectBook Parcel Below: Document File Location [\imdthgimdtshares\Helena\ROWADraft-DeedsTEST\DISTRICT-1-MISSOULAY7I30000
Pace ] AL k3 Document File Narme:[7930000_P01.D0CX
i |UnPuinshed Remove Save Document Select
Document Fle File Document Fle

DeleleParcell EditParcel I AddPalceI[s]l

Selected Parcel Exhibits Information:

Edit Current Parcel E xhibits Current Exhibits Page Information

Insert After Current Page I Design File Location: |

|
|
|

Desian File Name: |

Reorder Pages

Page | © of [ 4

£ [ 2

The About Manage ROW Parcel Documents form will be displayed as shown below.
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Manage ROW Parcel Documents User's Manual

Bbout Manage ROW Parcel Documents (Version 10.0) =)
Manage ROW Parcel Documents
Version 1.0.0

Copyright @ 2016

Montana Department of Transportation

Allows MDT Right-of-way Designers to Manage Creation
and Publication of Right-of ' ay Parcel Documents.

For support contact one of the following:

Amanda Leslie
(406) 444-7677

mailto: aleslie@mt. goy

ISD Engineering Support Team
mailto:mdtisdapprnainteng®@mt. gov

The form displays information about the program including the Version nhumber (in this example
the version information is Version 1.0.0). The form also displays support contact information in
the lower right section of the form. To e-mail a support contact click on the mailto:...... hyperlink

Manage ROW Parcel Documents
Version 1.0.0
Copyright ©® 2016

Montana Department of Transportation

Allows MDT Right-of-wWay Designers to Manage Creation
and Publication of Right-of 4/ ay Parcel Documents.

For support contact one of the following:

Amanda Leslie
(406) 444-7677

mailto: aleslie@mt. goy

ISD Enaineering Support Team
mailto: mdtisdapprainteng@mt. gov
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Viewing Information About The Program

A new Outlook e-mail message will be created with the To.. populated with the e-mail address for
the support contact and the Subject: populated with a program support request subject item, as

shown below.

MHEHY9 U« 9| Manage ROV Parcel Documents (Version 1.0.0) Support Request - Message (.. o @ %
File Message Insert Options Format Text Review (A} 9
2 Calibri (Body) *i11 v | A" AT ggﬂ @] ] Asttach File ¥ Follow Up ~ .:|
o 23 B I U | i=-i=~ EFEIE 0 attach tem ~ ¥ High Importance \

Paste . R Address Check Zoom
- F | P-AEEES Book MNames (2% Signature v | § LowImportance
Clipboard & Basic Text Mames Include Tags « | Zoam
Ta.. | mdtisdappmainteng@mt. goy
= CEit
Send - - — - !
Subject: Manage ROW Parcel Documents [Wersion 1.0.0) Support Request
| i)
-~
Tim Boucher, P.E.
Sr. Computer Systems Analyst
Information Services Division =
Phone: (406) 465-0865
Fax: (406) 444-6127
thoucher@mt. gov
v

Simply fill out the desired message content and send the message. The support contact will
receive the e-mail message and start the process of addressing the support request.
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19. Viewing The Program User's Manual

To view a PDF of the program user’s manual select the Help Menu -> View Users Manual
option, as shown below.

Manage ROW Parcel Documents (Version 1.0.0) = || ==
File Options Utilities

Current Book Informati About Manage ROW Parcel Documents

Book File: [CADGI Wiew Userslghnual Load Book o
District: lDISTRICN -MISSOULA Project [7930000 Build New Book

DMS Directory [7930000 Units: [Engish
Manage Parcel Documents ] Print Parcel Exhibit Check Plats | Publish Parcel Documents ] Un-Publish Parcel Documents | Close Project Parcels ] Parcel Documents Status Information ]
Parcel Information Selected Parcel Convey Doc t Information:
Select Book Parcel Below: Document File Location [\\mdthq\md!shares\H elena‘\ROW\Draft-DeedsTESTADISTRICT-1-MISSOULAN7I30000
Race L AR E Document File Narme:[7930000_P01.DOCX
ParcelStatus: [UnPublished Remove Save Document Select
Document Fie File Document Fie

DeleteParcel |  EditParcel | AddPalcel[s]J

Selected Parcel E xhibits Inf

Edit Current Parcel Exhibits Current Exhibits Page Information

Insert After Current Page I Design File Location: |

|
|
|

Design File Name: I

Reorder Pages

Page | O of | 4

£ [ =]

NN

The PDF version of the Manage ROW Parcel Documents User's Manual will be displayed, as shown
below.
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'@ Manage_ﬁdW_Parcei_Documents_Lisei"s_Manuai_Oufline.pdfV- Adobe Reader 'i‘
File Edit View Window Help *

@ a Z & B @ ’ "\!-':fluB ’ ‘ @ s Tools Sign Comment
I!‘

Montana Department of Transportation
sening you wenpriee - Information Services Division

Manage ROW Parcel Documents User's Manual

Version 1.0.0
April 2016
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20. Technical Support

To obtain technical support, contact one of the following:

Amanda Leslie
Right-of-Way Bureau
Phone: 406-444-7677
aleslie@mt.gov

ISD Engineering Support Team
mdtisdappmainteng@mt.gov
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